Contents
Page

Research and Planning

Finding a Business Opportunity
................................................................................
2      

Feasibility Study
.......................................................................................................
5

The Business Plan
………………………………………………………………………..
7

Keys to Success
…………………………………………………………………………..
9

The Product and Production

Product Design
…………………………………………………………………………….
11

Product Certification and Standards
…………………………………………………….
13

Patents, Copyright and Other Protection
……………………………………………….
15

The Marketing Mix

Marketing
…………………………………………………………………………………..
17

Public Relations (PR)
……………………………………………………………………..
19

Advertising
................................................................................................................
21

Money and Legal Matters

Which Way to Trade (Legal Entities)
……………………………………………………
23

Sourcing Finance
………………………………………………………………………….
26
Opening a Bank Account
…………………………………………………………………
28
Book-Keeping
………………………………………………………………………………
29
Cashflow
……………………………………………………………………………………
31
Value Added Tax (VAT)
…………………………………………………………………..
33
Insurance
...................................................................................................................
35
Choosing an Accountant/Solicitor
……………………………………………………….
36
Key Tax Dates
……………………………………………………………………………..
37
Employer Responsibilities

Becoming an Employer (The Law)
………………………………………………………
38
Employee Recruitment
……………………………………………………………………
40
Health and Safety
…………………………………………………………………………
42
Your Business and the Environment
.........................................................................
46
Specialist Information Packs

Legal Entities Information Packs
………………………………………………………..
48
Further Information
………………………………………………………………………..
49     


Introduction

If you are reading this you are probably thinking, and have been for some time, of starting your own business - becoming self employed.

You are probably wondering where to start, who is out there to help you, where can you sell your product or service, where can you get money to finance the business?  The list may seem endless.

The Meath County Enterprise Board Limited is here to assist you in developing your business from initial idea to start-up and at all stages of its development.

Below are some of the key issues you need to address.

Have you got what it takes?

The first thing any would-be entrepreneur must do is examine why he/she wants to run their own business.  Examine your own strengths and weaknesses, have you the skills needed or can you develop or buy in these skills and expertise to run a profitable business?  Perhaps you could attend a business course run by the Meath County Enterprise Board Limited particularly a "Start Your Own Business Course".

Have you the time, energy and determination needed, not only to start but to expand.  What will be the impact on your health, your income, your family.

Starting your own business can be very rewarding, both financially and personally, but planning is a key element of success and going through the above exercise, while it may seem off-putting, it is very worthwhile in focusing your ideas and energies.

Don't be put off by the jargon.  You can carry out most of the market research and planning yourself.  This has the double advantage of being less costly, thereby keeping your money for the critical start-up phase and you also get to learn a great deal about yourself, your market and how you should run your business.

This information pack was developed with your needs in mind.  It gives a brief overview of the main aspects on starting/running a business.

There are also more in-depth Information Packs available form the Meath County Enterprise Board Library and guidance on where else to go for assistance.

Finding a Business Opportunity

Brainstorming Techniques

Obviously there is no easy way to identify suitable business opportunities.  One approach to finding a suitable business opportunity may be to have a brainstorming session.  In this you list out your leisure and business activities, specialist knowledge, business experiences, etc.  And opposite each item list out a suitable business idea, e.g. if your interest is cooking then home baking or a coffee shop may be a business idea.

In this session do not rule out any idea at the beginning.  The seemingly ridiculous idea at the outset may, when you examine it, turn out to be a winner.  So spend a few days thinking up ideas before you start to evaluate any of them.

Use Your Own Experience

Ideas come from knowledge and the best way for an entrepreneur to find a new product idea is to concentrate on a sector of industry where he or she knows something already, and find out more.

The best small innovative companies in Ireland today were started by people who see their opportunity from within their market.  Taking what they know, they examine the most relevant areas of business to see what is missing.

A firm can close down for many reasons but often an employee or group of employees can see new opportunities brought about by the closure.  They will know the market because of their previous involvement, and new technology may give them a means of running a new company more efficiently.  Provided they have the management skills or take the time to learn them, they can make a go of it.

But a firm doesn't have to be in decline for employees to hit on a related opportunity through their exposure to its markets.  It may be that the firm itself needs some new components, such as a fashion house needing unique buttons or ornaments, or a metal fabrication company needing specialist parts.  There can be an obvious opportunity for someone who sees how the parts could be improved, or made here instead of being imported, or both.  If someone aims to eventually leave employment to become their own boss, it may be more important to first learn the business skills at night classes and then to look for opportunities.

Franchising

Another way to find a product if you know you have the necessary business skills to buy a franchise.  You are essentially buying the right to sell someone else's product and share the profits.  A number of the large banks have franchise advisory departments who can help you evaluate the terms of the franchise agreement or ask the County Enterprise Board for a Franchise Information Pack.

Trade Fairs and Publications

Local and international trade publications are a good source of current information on new developments and market trends.  The Dublin Central Library at the Ilac Centre is one place where current and back issues of the most Irish trade magazines can be read.  Trade fairs and general travel abroad can introduce many new product ideas.  Sometimes these can be copied very effectively to supply a local niche.

Import Substitution

There will be many products with ready markets and a quick review will show if a new supplier could possibly compete for business on price, performance, local delivery, or novelty.  At least one of these qualities will be needed to make the idea worth exploring further.  The potential market can be measured using trade and import statistics, census information, household spending surveys, marketing guides and commercial directories.

If there seems to be sufficient volume in the market, the product may be worth a more thorough investigation.  Objective opinions from other people - particularly trade buyers - will be useful.

Look at Export Markets

More and more new business include export markets in their long term plans from the very beginning; it makes sense to examine the needs of foreign markets when looking for new manufacturing ideas.  The Irish Trade Board (An Bord Trachtala) is the best source of export market information.  Its extensive library and data bank are primarily geared to assess the potential of products and markets, but just browsing through the relevant product sector can open new areas for exploration.  You should make an appointment (phone 01-2695011) before going in to use the Library so they can help you.

New Technologies/Innovations

Frequently, new technology is the basis of a business idea and inventors and scientists often develop new techniques or products that have commercial possibilities.  By taking out a patent they disclose their technology so that other scientists can learn from it, but retain an exclusive right to make the product commercially for a set number of years.  These manufacturing rights can be bought by entrepreneurs willing to make the product and sell it for a profit.

Technology Ireland, available at the Meath County Enterprise Board Library, the monthly science and technology magazine, has a section on 'Business Opportunities' which lists technologies available to companies in Ireland.

Third level colleges can be a direct source of manufacturing rights.  The buyers get an original product that has been fully tested and perhaps even commercially evaluated.  There will probably be more development work needed to make the product fully commercial.

General information concerning patents for inventions can be obtained from the Meath County Enterprise Board offices.

Licenses

A safer bet is to buy a license for a product that's already being made and sold successfully in a different part of the world.  Either the entrepreneur identifies a need in the home market and then searches for a suitable product abroad which isn't being marketed here, or he searches a database of manufacturers wishing to sell licenses for their products hoping to find a product that will work well in this market.  When a license is negotiated it is based on trust between both sides for the good of both with co-operation over the sharing of technology and experience.  The license fee is often based on the sales achieved, which is a great benefit to the entrepreneur starting up.

A well-known Irish patent agent compares buying this kind of license to buying hindsight, but to get a license an operation must inspire confidence in the seller.  It's a very suitable option for a distribution company that wants to get into manufacturing.  There are special grants to help with acquisition of technology and a Technology Transfer Programme to help find suitable technology.  Ask the Meath County Enterprise Board for details.

Unique Selling Proposition

It would be a mistake to imagine that new product ideas for small companies are nearly always consumer goods.  The busiest industry sector for small business supported by the State Agencies, are metals and engineering, followed by clothing and footwear, the food sector and timber products.  In these industries there are plenty of opportunities for sub-supply and producing part of someone else's product can often be a very secure way to start.

The main thing to remember when looking for a new business idea, whether it's a product or service, is that it must be in some way innovative.  Otherwise it will just be a 'me-too' business with no unique selling proposition.


The Next Step

Having accumulated a list of business ideas your next step is to screen them and draw up a short list of business propositions taking into account your own background and suitability.  As a further step you should then clarify what exactly you want from the business.  It is:

· Financial security

· Independence

· The opportunity to exploit your own creativity, etc.

Having done this you should then begin to critically look at the short list of ideas with view to assessing their viability, including your ability to finance the venture and whether you can do it alone.  The steps in assessing the feasibility of a project are dealt with in a separate factsheet.

Research Findings

In connection with finding business ideas, three further observations may be useful to you.  Firstly, a survey of a large number of people who have set up in business has shown that many of their ventures have been closely associated with their business experience, leisure activities or training.

Secondly, good business ideas are only arrived at after many attempts and constant searching.  If you sit and wait, the opportunity will never come your way.

A third factor is that frequently those who apparently stumbled on good business opportunities did so in the course of their pursuit of other business ideas. 
Feasibility Study

When someone has a really promising business idea it's natural to want to get started as quickly as possible but prior investigation is crucial if the business is to have the best chance of success.  This investigation is commonly known as the feasibility study.  It asks the question: Can the goods be produced and sold at a profit worthy of the risk involved?

Grant Aid

Feasibility studies sometimes qualify for grant aid to cover up to 75% of wages, expenses, travel and subsistence costs, consultancy fees, and 50% of the cost of developing a product prototype.  A good feasibility study can take many months to complete.  Not all business ideas qualify for grants, but they all deserve to be investigated before resources and time are spent getting them off the ground.

Getting the answers to vital questions may take persistence, imagination, footwork and experimentation, but little enough actual cash.

Market

The first question is the size of the market.  A product will fail if it doesn't answer a real or perceived need, but even if it obviously does this, the size of that need is important.  Trade statistics and trends published from many different sources will give an indication of the number of potential buyers and what they spend annually on different types of products.  It's important to measure the room for growth or to judge the extent by which a new and better product can displace existing products.  Doing some kind of survey of the likely market provides essential feedback both to see if the product or service is needed at all and for additional marketing information about how it should be designed.

Samples/Prototype

With a food or drink product, the market may depend on taste preference and preparing a sample run will give an opportunity to perfect the recipe as well as see if enough people really like it.  This is a development that can cost a lost time and money and it's best to take advice before doing.  The National Food Centre, run by Teagasc, gives very comprehensive advice and professional assistance (usually at subsidised cost) to small food industries.

If a prototype has to be developed, help may be available from a regional technical college or university with relevant specialists.  They welcome opportunities to collaborate with industry on research and development work.  Forbairt also provides many services relevant to developing a technological or scientific project.

Production

The next question to be answered is how the product is to be produced.  Some sectors such as food are heavily controlled for safety and hygiene and a big investment in high quality plant and packaging systems may be the only way.  In other areas of business it may be possible to start very small, perhaps at home or in an enterprise centre.  The possibilities of subcontracting production should also be examined.  This is particularly suitable to someone whose expertise is in sales and marketing.

The cost of production has to be worked out to see if the product can compete in the marketplace and still make a profit.  A lot of help in this and other areas connected with a feasibility study is available from EC-supported Business Innovation Centres at Dublin, Cork, Limerick and Galway.  Their resources are limited and aimed at helping people to use their own time efficiently, but they are well placed to open doors in the public and private sectors.

Closely linked to production are presenting and marketing.  Where the product will be displayed for retail sale or whether it will be made to order have implications for packaging, advertising, technical support, delivery, sales staff levels, shelf-life and wastage.

Finance

The final part of the feasibility study is about funding to set up and run the business until it makes profit from sales.  Borrowing is a bad start for a business as it increases the costs.  It is much better to have investors who believe in the worth of the project.  There are may tax incentives for investing in a manufacturing business, both for the promoters themselves and third parties.

Next Step

A feasibility study should indicate whether the project has a good chance of succeeding or not.  If it looks good, the next stage is to build a comprehensive business plan.  If the indications are that the market is already flooded with similar products, or that the margins are too low due to cheaper competition, at least the study has prevented a serious loss.  It may also have led to a new idea to be explored.
The Business Plan

There is an old saying "Any road will take you if you don't know where you are going".

A Business Plan is a road map to guide your business - it should demonstrate where you want to go and how to get there.

By working through the steps necessary to develop a Business Plan, you will
· establish the viability of your business;

· have a management tool to formulate detailed operating plans for the business;

· provide a basis for assessing and monitoring the future development of your business;

· be able to convince investors, credit institutions and grant-aiding bodies that they should support your business.

The Business Plan should cover all aspects of your business.

Promoter and Company Details

This should include details of the promoter(s) and the proposed management team including experience, track record, qualifications, a brief CV as well as the formal management structure and delegation of responsibilities.

It should also include company address, directors, legal and financial advisors.

Product/Service/Production/Costing
· Give a detailed description of the product or service and its applications (uses).
· Describe the production process.
· Give details of the premises.

· Detailed requirements for (i) plant and equipment; (ii) labour; and (iii) raw materials.
Marketing

The business plan should address and answer the following questions:

· Size of market.
· Location of market.
· Market profile.
· Potential customers.
· Competitors.
· Pricing.
· Distribution.
· Promotion/advertising.
· Sales forecasts and strategy.
Finance

This is a critical aspect of the plan and requires careful attention.

You need to establish the start-up financial requirements:
· How much will it cost to establish the business?

· How this money is to be raised?

· How much you will invest (equity) and how much will be in borrowings and/or grant aid?

· How much working capital will be required to meet the day-to-day running of the business?

The Business Plan should also include projected Trading and Profit and Loss Accounts and Balance Sheets for up to three years.

Presentation

Your Business Plan should look professional.  It should be typed, edited and neatly bound.  It should be concise and to the point.

It should consist of a one/two page Executive Summary which gives an overall synopsis of the project with ten/twelve pages of details.

There are a number of organisations that can assist you in preparing your Business Plan including the Meath County Enterprise Board and the Business Innovation Centre in Dublin.  You can also purchase the services of a consultancy/accountancy firm who can draft the Plan for you.

However, by working through the Plan yourself with professional assistance in areas such as finance, you may have a better understanding of the viability of the business and be able to put forward a stronger case to credit institutions, banks, enterprise agencies, etc.

There are a number of workbooks available from the Meath County Enterprise Board library which can guide you in devising your own Business Plan.

Remember the Business Plan is not a document you do for the bank manager's sake.  It should be a working document, a vital management tool in aiding you to develop and grow your business.  It should also be seen as a "road map" for your business. 

Keys to Success

To start a successful business, having the right product or service in the right place at the right time is obviously essential. There are a number of external factors which affect the business such as economic recession, interest rates, competition and new technology. However, lack of success contrary to common belief is rarely due to these external factors. What you do or fail to do will determine more than anything else the success or failure of your business.  Outlined below are a number of key factors all of which are within your control and which can make or break the business.

Provide a Quality Service

Failure to give a good service and look after the customers, is more than any other single factor, the downfall of many Irish businesses. We all come across this in our daily lives - the repair man does not keep his appointment, telephone calls not returned, queries not handled, goods not delivered on time.

Make sure this does not happen in your business. Remember, the customer comes first and without him there is no business.

Keep Capital Costs Down

Highly capital intensive businesses are often less profitable than those with a balance of experienced and well-trained people and moderate capital investment.  Sometimes, going the route of intensive capital investment means you have to cut your margins to keep the expensive machines fed.  If you can run your business effectively with less capital investment than your competitors, you're winning.  If your competitors are moving into heavy capital investment that might wipe out your market, it is not the right answer to follow them in.  You'll both end up losing.  Better to think strategically and switch to a lower volume, higher value niche.

Working Capital Control

In a new business, cash is usually a scarce resource. Therefore, it is essential that you take all reasonable steps to ensure it is utilised properly and that it is not tied up in high stocks and overdue debtors. Get it right from the beginning and establish credit control and purchasing policies so that the minimum amount of cash is tied up in stocks and debtors.

Lack of cash for day to day purposes in a business puts great pressure on management and hinders their judgement. It often leads to hasty, pressurized decisions where profits are sacrificed at the expense of getting cash in quickly.

Management Information

It is essential that you get detailed management information on a regular basis such as profit and loss statements, cash flow and sales analysis. This can enable you to take corrective action quickly and make decisions based on meaningful data.

Develop Human Talent

Rather than be tempted by the wizardry of technology, always seek maximum productivity from the people who work for you.

If you pay attention to building the quality and skills of your staff, you will have a very valuable resource. People should be allowed to participate - they have imagination and ideas; they can even have solutions to your problems, if you think to ask them.

Providing effective leadership is essential and it is also important to manage, evolve and foster a corporate culture - a feel for 'how we do things around here'.

Formal training and education are very important, not just in industrial and technological skills but in management skills.  In the small company, the owner-manager needs to stand back and review the running of the business from time to time and an annual week or two spent on a management course is an excellent way to achieve this. Similarly, professional management is needed from other people as the company grows.

Points to Remember

Have you put together a full business plan covering:
	Marketing
	Who buys?
Where do they buy?
When do they buy?
And at what price?

	Finance
	Full cost details?
Borrowing details?
Grants, etc. 

	Production
	Sources of raw materials, machinery available and its capacity

	Distribution
	Location of your customers may impact on the physical location of the business.  Number of sales representatives required, sales commission payable and on what basis is it payable?


· Remember, as an employer you have obligations to your employees in addition to the payment of salaries and wages namely PRSI, pension, VHI deductions, etc.

· How realistic are your targets?

· Have you a financial system in place and set up adequate banking arrangements?

· Have you planned a record-keeping system which suits your business?  (Should you require assistance with training in this area, there is a range of subsidized financial training programmes available through the Meath County Enterprise Board Limited). 

· Remember, time spent in the early stages of set-up can save valuable time, cost and trouble!
Product Design

Industrial Design, or Product Design, is essentially "design for manufacture".  Although product styling is important for success in the marketplace, good design is more that just appearance.

Why is it so important?

Expert design is concerned with many other aspects of the product, such as:

· the mechanical workings of the product;
· choosing the correct production processes for your budget and your market;
· ensuring value and efficiency in production;
· ease of assembly;
· comfort and ease of use.
There are concerns which will vary from product to product - e.g. the product life (how long the product is expected to remain viable before redesign or upgrading will be necessary); the speed to market required; the competitors; the need to avoid infringement of existing patents; the safety and other standards that must be complied with; environmental issues etc.  For example, a product can be designed to be recyclable or to make use of recycled materials in manufacture.  In certain circumstances this can decrease costs and may have strong consumer appeal, which can help positioning in a market which has growing environmental strictures.

The skill of the product designer is in being able to analyse the various requirements for the product and assess how they inter-relate.  The designer should have an in-depth knowledge of manufacturing processes, so the solution will be a working one that can be produced.

The Design Project

A design project is usually broken into stages with separate costs for each stage.  The fee quotation is normally outlined in advance, giving you a chance to review the project and your commitment before any costs are incurred.  Often the cost of design fees can be recouped during manufacture, by savings in production.  Review meetings are held throughout the project at which the proposals and direction for future development are discussed.

The following are some of the stages which a product might go through in development.  Every project is different however, and it is not always necessary to undertake the full design programme outlined here.

The Briefing Stage

At the initial briefing meeting, the designer will examine the various mechanical and market requirements that must be taken into account.  The designer will the prepare a detailed proposal, setting out the aims for the project, a programme of work and a fee quotation.  There is no charge for this stage.

The Research Stage

The designer will undertake research which could include investigation of safety standards, patents, markets and competitors, production technology, assembly methods and component sourcing.

The designer may examine the different permutations of production quantity, tooling investment and other variable.  This can be summarised in a report (which could form part of a feasibility study) enabling the likely long term financial commitments to be analysed.  This can be particularly useful where a variety of production processes (with different cost implications) are applicable.

The Concept Stage

When the initial research has been completed the designer starts work on the product concepts.  A number of concepts may be produced showing different directions that the project might take.  They may be presented in the form of isometric drawings, high quality illustrations or computer renderings showing the appearance, or as basic foam or card models, giving a rough idea of size and shape.  A test rig may be produced to examine a mechanical concept.  Sometimes photo-realistic appearance models are made for market research or photography.  At the end of this stage, one concept is chosen for further development.

The Development Stage

The designer new starts detailed design work on the chosen concept.  The appearance, the manufacturing process, the mechanical functions, ease of use and safety are some of the issues that will be examined and resolved.  Usually outline engineering drawings are prepared to obtain budget costings from subcontractors.

The Prototype Stage

Generally a prototype is constructed which allows design details to be tested.  A fully working prototype, identical in all respects to the final product, can be used for promotional photography, market research and final mechanical testing.  However, different types of models can be made to suit specific needs, including block models (for appearance only) and mechanical models (to demonstrate new mechanical ideas).  Where 3-D CAD has been used, rapid prototyping is possible with stereo lithographic model.  By now the product should be completely finalised in both appearance and operation.

The Pre-production Stage

The designer now finalises and checks engineering drawings.  Assistance may be provided in selecting and briefing suppliers.  The designer can further assist in monitoring progress as tooling commences and in quality control of initial batches.

3-D CAD

In recent years three-dimensional Computer Aided Design systems (3-D CAD) have made a huge impact on the product design process.  At a superficial level 3-D CAD can offer visual images of photographic reality.  However, the benefit of a true 3-D CAD system (as opposed to the pseudo or partial 3-D systems) is that the system will fully "understand" an object in 3 dimensions.  Thus all the different material required from initial development through to production (e.g. illustrations, engineering drawings, stereolithographic models and even the actual moulding tools) can be prepared from the same data.  The benefit to manufacturers is that "time-to-market" (the time from the initial concept to having the product on the shelves) is greatly reduced.  In the world of multi-nationals and "world class manufacturing", timing can be critical in gaining a lead over the competition.

The 3-D CAB technology really comes into its own with complex injection moulded products.  Therefore, it is not every project that will benefit from 3-D CAD, and the traditional processes, perhaps using 2-D CAD, will be the best option for many products.

A Final Note

As with many other areas in manufacturing, the process of product design requires detailed and expert knowledge.  For successful results it is essential to use specialist product designers who can demonstrate a proven track record of working in industry.  

Information on product designers is available from the Meath County Enterprise Board Library.
Product Certification and Standards

The removal of technical barriers to trade in the Single European Market provides significant opportunities for Irish businesses. There is now a 'home' market of over 340 million customers across the EU, rather than just 3.4 million /in Ireland.  But the upgrading of European Standards and EC Directives is having a profound impact on the way Irish companies must operate both at home and abroad. In this new environment, Irish manufacturers must understand the legal requirements of the changing marketplace.

EU Directives - Legal Requirements

In 1985 the European Union introduced 'New Approach Directives' outlining requirements that must be complied with in the manufacture of a wide and growing range of products.  So far there are 15 directives in force:

· Appliances burning gaseous fuels
90/293/EEC

· Cableway installations designed to carry persons
00/9/EC

· Construction products
89/106/EEC

· Electromagnetic compatibility
89/336/EEC

· Equipment and protective systems in potentially

· explosive atmospheres
94/9/EC

· Explosives for civil uses
93/15/EEC

· Lifts
95/16/EC

· Low voltage equipment
73/23/EEC

· Medical devices: Active implantable
90/385/EEC

· Medical devices: General
93/42/EEC

· Medical devices: In vitro diagnostic
98/79/EC

· Non-automatic weighing instruments
90/384/EEC

· Packaging and packaging waste
94/62/EC

· Personal protective equipment
89/686/EEC

· Precious metals
COM(93)322final

· Pressure equipment
97/23/EC

· Radio and telecommunications terminal equipment
99/5/EC

· Recreational craft
94/25/EC

· Safety of machinery
98/37/EC

· Safety of toys
88/378/EEC

· Simple pressure vessels
87/404/EEC

· Telecommunications terminal and satellite earth station

· equipment
98/13/EC

The directives set down essential safety and performance requirements and refer to selected modules to be used in the assessment process.

These modules currently include:
· Internal production control.
· EC type-examination.
· Conformity to type.
· Production quality assurance.
· Product quality assurance.
· Product verification.
· Unit verification.
· Full quality assurance.
Full details of these standards can be found on the New Approach website at www.newapproach.org.

CE Marking

The symbol of compliance to be used on products is the CE Marking.  Advice and information on CE Marking is available from the Meath County Enterprise Board. The National Standards Authority of Ireland (NSAI) is the official body for assessment to most of the directives and has offices in Glasnevin, Dublin.

For further information, you can contact the National Standards Authority of Ireland (NSAI) on 01-8073800 or check out their website at www.nsai.elive.ie.

The presence of CE Marking on a particular product shows that the product complies with all the relevant directives. For example, an electro-mechanical device that incorporates a pressurised vessel might have to comply with the Simple Pressure Vessels Directive, the Machinery Directive and the Low Voltage Directive.

Manufacturers of products that might be affected by any of the directives can get an indication of which directives they require and copy of same from the Meath County Enterprise Board Library.

CE Certification

The manufacturer should then establish from the directive what route or routes are open to reach the requirements of the directive, in other words, which modules can be used (some are optional).  Some directives will require authorisation from the Notified Body but in other directives the manufacturer may be able to apply CE Marking on his own initiative and under his own responsibility.  Each directive specifies its own route to certification. Once gained, the CE Marking may be applied either by the manufacturer, by his or her authorised representative in the EU, or by the person who is responsible for placing the product on the European market.

Other Product Standards

In addition to compulsory product standards that have to be met to place products on the market, there are voluntary standards that can be acquired to improve a business's chances of winning new markets.  These include all the Irish Standards (IS) and their international equivalents, ISO, as well as national and private quality marks.  The NSAI is the assessment body for IS/ISO standards which are very similar to British Standards with the familiar Kite mark often found on products made in Britain.  The presence of an IS/ISO mark is an indication to the consumer that the product has been manufactured to internationally agreed standards for safety or performance.  Similarly, an IEC mark on electrical and electronic products indicates conformity to international electrical standards.

Patents/Copyright/Other Protection

'New, improved, better' scream the ads on TV - the changes and continuous improvements advertised by leading brands are often essential to the maintenance of a high profile and customer brand loyalty.  To survive in any sector, a business must be aware of social and technological changes and be applying them to its products.  In the last ten years in Ireland the market has seen the arrival of many new products for example compact discs which are protected by patents.

All these changes come about from research and innovation.  Sometimes, enormous sums of money are spent on developing new products and a business has a right to win some of this money back before its competitors can use its inventions.  This is why there are laws to protect intellectual property - the knowledge developed by inventors and innovators.

Intellectual property can be classified under four main categories:

· Patents.
· Copyright.
· Trademarks.
· Designs.
Patent Protection

The Patent Act of 1992 is the current legislation in Ireland.  This brought Irish law into line with international practice.  A product or process can be protected from being exploited by a rival business.  The invention must be novel and show an 'inventive step'.  Evidence for this must be filed at the date of the application.  This will then be examined against the state of the art worldwide at the time of the application.  The granting of a full patent in a country confers on the inventor the exclusive right to make, use or sell the invention in that country for a period of 20 years.  It is not necessary to file separate applications in very country.  In Europe one may file a single application in the European Patent Office in Munich and designate most Western European countries including Ireland.  If ones application is successful one can obtain additional patents in each of these countries.

In Ireland, the Patents Act of 1992 introduced a short term patent which lasts for ten years but is easier and less expensive to obtain.  This quick patent is very suitable for a minor innovation with a short life span with most of its potential on the local market.

For any kind of patent it is essential to consult a patent agent; the invention should not be made public beforehand.  In fact, anyone who needs to be shown how the invention works should first sign a secrecy agreement.  Information can be disclosed in safety to a patent agent or to the Intellectual Property unit in Enterprise Ireland, Glasnevin, Dublin 9 (Tel: 01-8370101).  Under the Intellectual Property Scheme from Enterprise Ireland, financial assistance may be available to cover the cost of patenting.
Copyright Protection

Another legal protection is copyright.  This is the creator's (or legal owner's) right in creative works like paintings, writings, photographs, drawings, advertising work, videotapes and TV commercials.  Unlike patent protection, copyright needn't be registered in Ireland by arises automatically once a work has been made, under the terms of the Copyright Act, 1963.  There is no mechanism for registering copyright in Ireland, though there is in some countries such as the USA, where it is advisable to do so.  To avoid others copying your material, it is essential to be able to show proof of ownership and proof of copying.  Copyright exists in all works published or unpublished.  It is advisable for an author that his/her work is signed, dated and witnessed as an aid to proof of ownership.  Alternative proofs might be adequate or additional proof might be required depending upon the court.  The copyright symbol © accompanied by the name of the owner of the copyright and the year of first publication, is an internationally recognised convention and is normally an essential aid to proof of ownership if one is taking an action in another country.

A work that is created on or after January 1st, 1978, is give a term enduring for the author's life plus an additional 70 years after the author's death.

You infringe copyright when you copy any part of another person's work without prior permission of the owner.  Damages can be very high.

Trademarks

Once a business has a product to sell it needs something which distinguishes its goods from those of competitors.  Trademarks are generally more valuable than any other form of intellectual property because their function is to brand a product and they effectively last forever.

Trademarks are protected in common law without any form of registration under the 'first to use' right.  In many countries you can register a trademark for a service as well, though this is not yet the case in Ireland.  Other countries, notably some European ones, operate on a 'first to register' basis, so it is very important to register early in any country where exports are planned.  Once a company exceeds a €200,000 turnover, it should register its trademark anyway.  Registration is initially for seven years, renewable on payment of a fee every 14 years thereafter.  The basic requirements for a registrable mark is that it be distinctive, not deceptive, not descriptive and not among certain excluded items listed in the Act (such as national emblem, immoral or offensive language).

A new trademark should be easily recalled and recognised.  Beware of copying a competitor's trademark, even unconsciously.  You can get trademark searching and advice from trademark agents.

Information on patenting and trade marks is available from the Meath County Enterprise Library, including a list of Patent and Trade Mark Agents.

The Patents Office can be contacted in Dublin (Tel: 01-6614144).

Designs

These are very ambiguous at present.  They are least commercially significant of all intellectual property rights.  They can be registered or unregistered.
Marketing

What it is, What it is Not

The purpose of marketing, or of what is called more and more commonly, the 'Marketing Mix' is to create and control the conditions that will make it easier for you to sell your product.

The purpose of market research is to find out about the market place, i.e. rival products, consumer preferences and behaviour etc. before and after your product is on the market.

Marketing is a broad term which incorporates advertising, promotion, public relations, pricing, packaging, design and all activity that gets your product out, seen and sold.  Market research is a tool which feeds useful information to you at every stage of your development.  These are not the same.

What comes first?

If you come from a production background, it is easy to think in terms of what you want to sell rather than what the customer wants to buy.  So how do you find out if you have something the customer needs or if the customer has a need you can fill?  Market research.

How you do this depends on the scale of your project.  If you intend to sell through small outlets, you can make up questionnaires to find out how potential customers view existing products.  Get permission to ask questions in-store.  Go door to door.  Organise a telephone survey.  If you want relatively inexpensive help, contact one of the business or marketing colleges.  But remember, you get what you pay for and, if you want real expert help, go to the real experts.

Any market research company can tailor-make research to suit your needs.  And, as you grow, a good research company can be vital in helping you identify Strengths, Weaknesses, Opportunities and Threats (SWOT) on an on-going basis.

You Wouldn't Build a House Without a Plan, So Why Build a Business?

When you know that you have a product with real potential, it is vital to draw up a clear Marketing Plan.  When you know what you want to achieve, you can then pick and choose which marketing tools to use (advertising, PR, direct mail etc.).  Without a plan, you may be tempted by short term solutions with possible long term problems.

Your marketing plan should describe and cost how you are going to promote your business or product, and attract customers.  It should plot activities over a calendar year, making the most of local events, special holidays etc.  You should also be aware of your competitors and keep track of their activities.  You will probably want to use a mixture of tools at different times, so it is vital to be aware of the relative costs and be realistic.

A successful marketing plan rest on a sound Business Plan which tells you how much money you need to generate in order to break even, clear a profit and, eventually, expand.  Don't lose sight of your goals; choose your tools carefully.  Some require more time than money, others more money, less time.  As your business grows and changes, you will need to evaluate the tools you are using to meet new challenges.  Some, however, you should never stop using.  Especially those that help you to think and review from your customers' point of view.  Keep in touch with them with mailing lists, follow-ups, thank you notes and personal contact.  There are many ways to build a business by cultivating your customer base.

Pricing and Packaging

It's quite important to think of price as part of the marketing mix and not only as it relates to production costs.  Too high a price can create hostility; too low can arouse suspicion.  Packaging too is not just an optional extra.  It has to be functional and practical in terms of shipment and shelf-life but it also is the first glimpse your customer will get of you through your product.  Check out the competition, their presentation, packaging etc.  Where do you want your product/service to fit in from the public's point of view?  Cut-pricing can work against you if your product disappoints.  Customers have long memories about bad products at a cheap price, whereas good products at a fair price can make you a decent profit and help to build a sound reputation.

Attitude

Effective marketing is an attitude of mind as much as anything else.  It's a question of overviewing all aspects of your business from customer service to quality control.  You can measure and evaluate some of this, but there isn't an exact science or set of rules to be learned for instant success.  Keep informed and keep channelling that information into your business practices.  Don't think only in terms of manufacturing and production - the real challenge is how to keep them interested out there in the market place.  When you start to think about your business or product in marketing terms, you introduce an objective point of view to the table and this new partnership can be invaluable.

Public Relations (PR)

What does PR mean?

Don't be put of by the term 'Public Relations'.  PR can be as down to earth and as pragmatic as you want it.  PR is your voice, speaking to the public, on any issue.

You may not think that you have anything to say but, if you are thinking in marketing terms, you will appreciate that everything you do, say or act upon is part of your 'marketing mix' and therefore part of the way you promote your business or your product to the public.

Don't Confuse PR with Advertising

When you buy advertising, you buy a pre-determined shape and size of space and you control the wording.  Press coverage about you or your product however is subject to the whims and policies of editors who relish re-writing press releases, however carefully crafted by you and yours!  If you want it guaranteed in your own words, buy advertising space.

Do I need a PR company to generate PR about my company?

Not necessarily.  Get involved yourself or find someone within your company who is good at writing or talking to the press.  Your first public relations project will probably be a press release announcing your new business.  Write a short factual account and send it to local newspapers, trade press, free sheets, newsletters, flysheet at you local gym etc.  Think laterally - who can you send it to?

Keep your Name in Lights

Keep submitting articles and information to publications.  You may not succeed at first, but eventually they may want to fill space and that could be your lucky moment.  So keep your files up to date at all times.

For example, if you have a stationery shop you might want to send in a piece on recycling paper, disappearing forests, collecting waste.  You could place it in a magazine totally unrelated to your normal business but remember, ecologists will need to buy paper and envelopes sometime too, and your article might give them a reason to think of you.  If you have a shoe shop, you might write something about walking.  Find a reason to express your opinion, make your voice heard.  That's good PR and it doesn't cost anything.

Community Spirit

Many large companies who are restricted in how they can advertise by law (tobacco alcohol) or who have a deep reach into the community, choose to sponsor cultural or sporting events.  This provides them with photo opportunities, press coverage, a chance to display logos and/or product or a chance to host a reception and invite local dignitaries, business people and potential clients.

Donate services or products and be seen to: get your name on the programme!

If you can't offer products or sponsorship, offer expertise.  Put yourself about.  Volunteer for the careers night at your local school.  Not only are you getting your name about in a positive way, you could be talking to future customers.  And everywhere you go, be sure to leave business cards.

Remember that every question, query or complaint from the public is an exercise in Public Relations.  It is a very good idea to appoint a person within your company to deal with this and it is not always the most senior member of staff.

Take the Initiative

Call local radio stations if there is an issue that concerns you or which might concern your customers.  Be seen to represent their interests too.  Even on a modest scale, you can offer additional service with a notice board, recycling, waste collection, and information sheet etc.  Keep in touch with customers through an up-dated mailing list.  Make them feel valued and they, in turn, will value you.

So, who use PR companies?

People and companies who do not have the time or the personnel within their own ranks to keep the PR machine active: large companies who may want a representative to speak for them to the media on a sensitive issue; businesses who want special events organised or want to keep track of all the activities of their competitors can all use the skills of a PR company.  The best way to find out if a PR company can do more for you than you can yourself is to get one or two of them to call in, without obligation, and tell you what sort or things they do.  They will have useful contacts in all media and a wealth of suggestions.  Part of their job is to keep coming up with new ways of promoting different businesses of all shapes and sizes.  See if they can convince you that they have a service you should buy.

Public Awareness

In short, PR covers all public awareness of your business or product that is not directly advertising.  From news of a new launch to gossip and hearsay, it's certainly a good idea to keep as much control over it as you can.

You can hire a PR company who will supply you with a schedule of events to help keep your company or products in the public eye.  Or, on a smaller scale, you can do some homework and work out a plan of your own to cover the year.  Like the rest of your marketing plan, your needs will change as your company grows.

But always remember that the small, everyday courtesies go a long way towards building the goodwill on which your business will rest.  And it has to come from the top.  The philosophy, attitude and image of any company reflect your management style.

Advertising

Begin at the Beginning

The situation is really quite simple: you have a product that you want to sell, or an idea about a product and you need to find out if there is anyone out there interested in buying.

To discover this, you will have to conduct some market research, which we will explain in more detail under 'Marketing'.  Either way, once you have established a product and a 'market' (i.e. someone to sell it to), you have to tell your target market about your product.  And that, quite simply is what advertising is about: telling people about your product, or as we say, "creating suitable conditions" for you to make a sale.

Why do I want to advertise?

Because I want to sell.  Advertising can be expensive and many small businesses are naturally reluctant to spend money on an area that they see as far down the list of priorities.  But the hard reality is this; no matter how good your product is, if nobody knows about it, it will not sell.  But, if enough people know about it and buy it, you will soon have recouped your advertising costs and will have established yourself as well.  Now you can go from strength as a visible player in the field.

What do I need to say?

Find a USP.  A unique selling point is quite simply what your product has over someone else's that makes it worth buying.  For some products, this may be quite clear; this light bulb lasts longer than all the rest.  If a product or service is basically the same as its competition, you need to create a USP such as smarter packaging, friendlier service, better after sales service.  And this is where the professionals can help.

 Do I need and advertising agency in order to advertise?

Cut your cloth to suit your needs.  An advertising agency is made up of three main areas: account executives who liaise with you, copywriters and art directors, known as the creative staff, who actually write and visualise the ads and the media executives who buy space in press and time on radio and television.  If you come to an agency with a definite advertising budget and a good idea bout who you want to reach, they can put a media plan and a campaign together which will explain who will read/see/hear your message and will recommend where your money can be put to best use.  They can also commission research to test the advertising.

One way to find an agency, is to look and listen to ads that appeal to you, find out who does their advertising and contact the account executive responsible for the account.  But be careful not to pick an agency handling a rival product as most agencies will not be able to take on conflicting interests.  A list of agencies and their clients is available from the Meath County Enterprise Board Library.  A full service agency, as the name indicates, can offer you the most comprehensive view.  But it will be more expensive and, if you have very simple targets in mind, there are alternatives.

Commercial radio stations all offer in-house copywriting and recording for basic commercials detailing straight forward facts.  Contact the sales department of your local station for rates and a presentation of their listenership profile.

Local press will set simple press ads, as will magazines.  The sales departments will give you rates and information about readership.

Direct mail or leaflets can be most effective for simple announcements.  But you will need to organise writing and distribution.  Freelance writers and art directors can work with you directly.

Lasting Impressions

As the saying goes: you never get a second chance to make a first impression, so never underestimate the power of that first impact.  You need to know what you have to say and to whom.  Get all the advice you can; otherwise you could be wasting your best shot.  And remember: as an advertiser looking for advice, you are the client.  Give the advertising people the best information you have so that they can work with you.  Yours success is in their interest too.

Which Way to Trade - Legal Entities

Before a business can start trading, its directors need to decide which legal form to adopt. This decision affects the way a business is taxed and the accounting records required.  There are four main types of business entities through which you can operate your business:
· Sole Trader.
· Partnership.
· Limited Company.
· Co-Operative.
Sole Trader

When you start a business you automatically become a sole trader. All you need to do is register with the Registrar of Business Names. If you are using a name other than your own you must fill out a RBNI form and enclose €30. You must also (a) open a separate business account for your business; and (b) register for tax purposes (i.e. income tax, and if appropriate, VAT).

Advantages
· Total responsibility for the business is in the hands of the owner.

· Relatively simply and low cost to start up.

· Subject to minimal regulations and legal formalities.

· Confidential - only required to make normal tax returns.
· Other business transactions do not need to be made public.
· The relative ease of winding up the business.
Disadvantages
· You have no protection if your business fails. All your assets (property, cash, etc.) can be used to pay outstanding creditors including the Revenue Commissioner, the banks and trade creditors.

· Some companies are wary of dealing with business entities other than limited companies.

· It may have certain disadvantages for tax purposes i.e. profits are charged at 20% for the first €29,000 and 42% for the balance, as opposed to the Corporation Tax rate of 12.5% for Limited Companies (10% in the case of manufacturing).
· The life of the business depends entirely on the owner.
Partnership

This is an extension of the Sole Trader concept. It is an agreement between two or more people to go into business together. Perhaps the partners and their skills complement each other and thereby make the business more viable, or to share the responsibility/risk. There are no legal requirements, however, it may be a good idea to draw up a Partnership Agreement which can help avoid friction and misunderstanding. The Agreement can cover:
· How the business is to be financed.

· How profits and losses are to be shared.

· Remuneration of partners.

· What happens if one partner wishes to leave or dies?
· Voting rights of each partner.  Unless otherwise agreed, all partners will have equal voting rights.
Advantages
· Relatively simple and low cost to start up.

· Greater resources in terms of knowledge/experience than a sole trader. Also greater chance of continuity in the event of illness, etc.

· Confidential - only required to make normal tax returns, other business transactions do not need to be made public.
· Increased sources of capital and credit.

· Improved decision-making potential.

· Improved chances of expansion.

Disadvantages
· You have no protection if your business fails or if your partner abandons the business. You may become liable for all the debts of the business as each partner is liable for all the liabilities of the business.

· Partners may turn out to be incompatible.
· Unless otherwise agreed, the consent of all partners is needed before a new partner can be introduced.
It is relatively easy to transfer the business from either Sole Trader or Partnership status to a Limited Company at a later date.
Limited Company

This system separates the business, a legal entity in its own right, from its shareholders (i.e. owners).

Advantages
· Shareholder’s liability for the debts of the company are limited to their subscribed shareholding.

· Tax advantages e.g. 10% manufacturing rate of Corporation Tax.

· Losses may be carried forward and offset against profits in a good year.

· Credit may be more easily attained as the formal structure of a company increases credibility.

· Ownership is transferable and spread over a greater number of people.
· Separate legal entity to its members, can enjoy a perpetual existence.
· Greater company pension scheme can be secured.
Disadvantages
· More expensive to set up. Costs range from €220 if you carry out all the work yourself to circa €320 if you buy an “Off-the-Shelf” company to €650 if you appoint professionals to do the work.

· More formalities and more complicated accounts.

· More closely regulated by law.
· The payment of additional taxation when accumulated profits are withdrawn from the company.

· The loss of profit-sharing flexibility.

· Limited liability may be negated in practice by lenders seeking personal guarantees.
Co-Operative

A co-operative is a business owned and run jointly by its members, with profits shared among them. It can be formed by any group, minimum numbers required are seven. There is also an initiative run by FAS to create a strong commercially viable worker co-operative sector. These workers co-ops require a minimum of only three members.

Advantages
· It is an incorporated body, offering limited liability to its shareholders.

· Separate legal entity to its members, can enjoy perpetual existence.

· Provides a framework within which members can formalise relations.

Disadvantages
· More expensive to set up.

· More closely regulated by law.

· More formalised and more complicated accounts.  

· No individual can hold more than €6,000 of shares in a non agricultural co-operative.

Sourcing Finance

If you are starting a business you will need money.  The amount you require should be known as a result of preparing a Business Plan.  Finance will be needed to purchase capital items such as office and production equipment, etc.  Working capital will be a vital ingredient to your business as there may be a time-lag between when you pay for items such as stock, wages, overheads, etc. and when you get paid for sales.

The main sources of finance available are:

Equity (Shareholders Funds)

This refers to the amount of money you, the promoter, invests in the business.

Grant Aid

Grants are available from a number of sources.  You should contact the Meath County Enterprise Board as your first point of contact for details on what may be available to your business. (See also separate factsheet for further details).

Credit Union

This may be an appropriate source of finance for your business if your borrowing requirements are low.

Bank Borrowings

Overdraft

This is the most flexible type of borrowing, ideally is should only be used to finance shortfalls for short time periods i.e. a few day/weeks/months.  It is usually granted for a 12 month period and may be renewable depending on the performance of the borrower.  Interest is calculated on the daily balance which can fluctuate within the sanctioned limits.

Term Loan

This type of finance is usually based on a longer time period, e.g. 3, 5 or 7 years.  It is usually used to buy fixed assets such as plant and equipment or finance more permanent working capital such as medium term investment in stock and debtors.  Repayments can be made monthly, quarterly or half-yearly and are inclusive of interest charges.  Term loans allow the promoter to project cash flow requirements.

Leasing

This type of finance allows you to acquire equipment without having to incur large capital outlays.  It can be done through either a leasing company or with a bank.  You should investigate the services of a leasing broker.  The leasing company buys and owns the capital item and leases it to you at an agreed rental.  The full rental cost of the lease can be written of as an expense.

Seed Capital Scheme

Where a substantial investment has to be made, there are some very valuable tax concessions.  This includes a return of tax paid in previous years for entrepreneurs investing in new manufacturing businesses that qualify under the guidelines for grant aid under County Enterprise Board criteria.  This Seed Capital Scheme is part of the Business Expansion Scheme (BES).

Business Expansion Scheme

An entrepreneur, or anyone else, investing in a qualifying business can also avail of substantial tax reliefs through the Business Expansion Scheme.  The same scheme provides a rich source of funding through investment banks and venture capital companies.

Venture Capital

Venture capital companies, like institutional BES funds take equity for their investment, but they also bring considerable financial expertise.  However, they are reluctant to invest sums under €130,000.

Smaller companies may get risk capital from community-based funds such as First Step, raised to support job creation or from the Business Innovation Centres which have a small venture capital fund.  The examination and assessment of proposals will be no less rigorous than anyone else's, but their interest in smaller companies will be stronger.

A project may be turned down for venture capital many times before someone accepts it.  If it fails to attract any finance it may well be because the plan is not thorough enough, or too ambitious.  Or it may be that the area of business is perceived as too risky.  In this case, it's worth a reassessment to see if it's possible to start from a smaller base.  Alternatively, support may also be forthcoming from a larger company in a related but not directly competitive market which will have more understanding of the worth of the idea.

Approaching a Lending Institution

Whether it is a grant-aid body, a bank BES Scheme, etc.  there are a number of basic requirements you will need to satisfy before your proposal is approved for finance.

· Your character and track record.
· Your ability to manage the project.
· Your capacity to repay capital and interest.
· Your commitment including your own personal financial commitments to the project.
· Business plan.
Business Plan

Lending institutions, and in some cases, grant-aid bodies will insist on seeing a business plan with realistic financial projections.  It will give the lenders an opportunity to develop and understanding or your project.  It would be a good idea to forward the business plan prior to meeting with the institution involved.

The lending institutions will examine in detail:

· Your ability to repay the loan/investment from cash/profits generated by the business

· The ratio of debt of equity, this is how much you borrow against how much you invest.  A 1:1 ratio is usually sought

· The security you can provide – remember lending institutions are not in the business of taking risks.

They may look for a fixed or floating charge over the business' assets or they may look for a personal guarantee.  Other forms of security would include life assurance policies, outside assets e.g. second mortgage, outside guarantees.

Opening a Bank Account

Sometimes people overlook the relatively simple task of opening a bank account and draw cheques for the business from their personal account. This can lead to a great deal of confusion and unnecessary work at a later stage.

Decide what you want from a bank and shop around to see what is on offer. The banks are becoming more “small business friendly” with many offering a support/advice service. Remember, if your business is to flourish and grow you are probably going to have to borrow. Developing a good open relationship with the Bank Manager will benefit your business.

The following is the procedure to open a bank current account.

Bank Account for Sole Trader or Partnership

· Complete joint account or sole trader application form supplied by the bank.

· All those entitled to sign cheques must complete the specimen signature card which the Bank supplies.
· The bank will require a copy of the Certificate of Registration if a name other than the names of the promoters is being used.
Bank Account for a Corporate Body

· Complete the resolution on standard form supplied by the bank.
· All those entitled to sign cheques individually or jointly must sign name on specimen signature card provided by the bank.
· The Bank will also require:
· Original Certificate of Incorporation/certification of change of name.
· Mandate to open and operate corporate accounts signed by a director of the company.
· Certified list of Directors and Secretary, and the address of registered office.
· Memorandum and Articles of Association.
· Copy of application for business name (if applicable).
· Original certificate of Registration of Business name (if applicable).
Book-Keeping

The keeping of Financial Records will aid a business in monitoring its own performance, but of course it is also a legal necessity to do so. The maintaining of sets of books or records enables the owner/partner/director to establish at any given time the state of profitability of the company. To give the most important example, it will allow the monitoring of actual sales (as against targeted sales), of the amount of money owed to the business, and of the amount of money owing by the business.  The entrepreneur can know at any given time the state of the bank balance, or of the level of borrowing by the business perhaps - in summary, of its relative liquidity at that particular time.

Legal Requirements

The legal necessity of keeping financial records will arise in the first place so that the business can be assessed for Income Tax and Corporation Tax. Secondly, if its turnover exceeds a certain limit - currently €25,395 per annum for the supply of Services and €50,790 for the supply of goods - the business must be registered for VAT.  Proper records need to be kept, therefore, in order that VAT returns may be made at the required time. Finally, if the business is a legal entity - a limited company for example - it is required to make Annual Returns, together with the accounts of the company, to the Registrar of Companies, as well as submit audited accounts to the Inspector of Taxes in support of the profit or loss shown on the tax return.

Financial Records

Even the smallest of businesses will automatically generate a basic minimum of financial records.  It will issue and receive invoices and statements for goods supplied and for goods purchased by the business.  It will hold a Bank account, for which it will receive Statements at given intervals.  It will write cheques, for which it will have the cheque stubs as a record.  It will receive cheques and cash which it will pay into the bank account, the record for which will be in the business' lodgement book.  These are the basic documents from which a set of books can be made up.

The Books

In the first place, a Sales (Day) Book should be kept. This will record all the sales made by the business, showing also the amount of VAT charged on each sale if the business is registered for VAT, and therefore the amount in turn payable to the Revenue. From this book a Sales Ledger can be built up, which will in addition show when each sale has been paid for, and which customers need to be reminded that their accounts are overdue for payment.

Similarly, a Purchase (Day) book/Purchaser Ledger will show the money you owe i.e. the purchases of goods and services by the business, and when these have been paid for or need to be paid.  It will also show the amount of VAT paid on each purchase, which if the business is registered for VAT can be deducted from the VAT payable to the Revenue on sales.

Thirdly, a Cash Book will record all the payments made by the business, and all the receipts of money to the business.  This book will be of fundamental importance in keeping a regular check on income and expenditure, and therefore of how much money a business has available at any given time.

A Petty Cash Book also needs to be kept to record all the smaller incomings and outgoings of cash (notes and coins) within the business.

Finally, a separate record needs to be kept of the Wages and Salaries paid by the business, in order that Returns and payments of tax and PRSI may be made to the Inspector of Taxes at the required times.

Auditing and Accountancy

Everyone running a business is obliged to keep proper books and records.  In addition, a limited company is required by law to appoint auditors.  While a sole trader or partnership are not obliged by law to do so, it is practically a necessity for any business to employ the services of an Accountant.  From the records enumerated above, the accountant will be able to prepare all the necessary financial statements (Profit and Loss Account, Balance Sheet, etc.) that the business will require.
Cash Flow/Working Capital

Good cash-flow management is an integral part of controlling a business.  Indeed, a proper business plan will require cash-flow projections from the outset.  For a small business, it is shortage of ready cash to pay the bills today, that leads to failure even if the business is profitable.  Cash is the short-term necessity while profits and finally growth.  In practice, too many owners of small business focus on growth, then profits and finally cash, only to discover it is too late to save their business in the cash crisis that follows.

'Cash' is the total amount of money coming into the business and going out of the business.  It will include the amount of any overdraft or loan facility that is available.  It is essential to be able to identify the times when the business will have cash surpluses as well as cash shortages.

Cash Flow Forecasts

Cash flow forecasts, normally covering 12 month periods, ought to be prepared for the succeeding two to three years.  The three determining elements in creating such forecasts are: 
· Debtors – customers to whom you have sold your product and who owe you money.
· Stocks – the goods you buy in order to sell them, whether these are represented by raw materials or finished goods.
· Creditors – those people you have bought goods and services from (which includes your employees) to whom you owe money.
The standard cycle of business means that you buy Stock which you turn into Sales (Debtors), which when you have been paid for go to pay your Creditors, and to buy more Stock – and the cycle begins again.  Together these form the "working capital" of your business.
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Sales Projections

From this simple cyclical pattern it can be seen how important Sales (turnover) projections are.

You decide how much Stock to buy it in the first place – them calculate how long it will take to sell and to be paid for.  This will tell you when you can pay your other suppliers (Creditors), and, crucially, when and how much more stock you can buy.

Cash Flow Management

Key elements in cash-flow management, therefore, are going to be:

· Realistic sales projections, regularly revised upwards or downwards in the light of actual performance

· Sensible levels of stock based on:

· sales trends over chosen periods – being careful to take into consideration seasonal fluctuations;
· the type of market you are catering for – highly competitive or relatively exclusive – couples with the kind of product you are selling – slow-moving/high-value or fast-moving/low-value, perhaps;

· the kind of business you are in – for instance, manufacturing will mean taking account of the time needed to turn raw material into finished goods; while wholesaling may mean taking into account lead-times, i.e. how long it takes for the stock you buy in to be delivered by your supplier.
· Good Debtor management – making sure your customers pay you on time. Only then can you pay any of your bills, including those for more stock; and only then can you forecast with reasonable accuracy when sales are going to be paid for, and hence when you will be able to pay to pay your bills, including those for stock.
· Good Creditor management – making sure you can pay for the goods and services you buy, including wages, salaries and taxes (Income Tax and VAT), when you have to.

For further guidance on monitoring cash-flow, many of the leading Banks and large accountancy firms provide easy-to-use flow charts combined with useful ways of calculating likely cash shortages and surpluses.  Alternatively, simple spreadsheets, manual or computerised, can easily be generated.  Further advice is available from the Meath County Enterprise Board Library.  Positive cashflow is vital for the success and survival of any company.  Shortage of cash is one of the most common causes of business failure, hence the importance of cash flow forecasts and then these forecasts must be realistic and take account of worst case scenarios.

Value Added Tax (VAT)
VAT and How it Works

Value-Added Tax is a tax on consumer spending.  It is not a business overhead; but the business is the channel through which tax is collected by the government.  It is called Value-Added Tax because the tax becomes payable at each successive stage where value is added to the product or service.  If a manufacturer sells an item of goods to a wholesaler for €100, he will charge him VAT on that amount (normally 21%), and the wholesaler will therefore pay €121.  The manufacturer will then pay the €21 to the government.  If the wholesaler goes on to sell the item to a retailer for €200, he will charge the retailer a total of €242 – having added 21% VAT.  The wholesaler will then owe the government €42, less the €21 he has paid to the manufacturer, leaving again a net €21 to the government – having charged the consumer €363, and claimed back the €42 of VAT which he paid to the wholesaler.  As can be seen from this example, the government has now received the full 21% on the price paid by the consumer, i.e. €63 (€21 by the manufacturer, €21 by the wholesaler, and €21 by the retailer) all of whom have only paid the net amount of tax they charged on to the next group down the line. 

VAT Rates

The current VAT rates and main categories to which they apply are:

Rate
· Goods exported outside the EC, fertilisers, books, food and medicine, 

children's clothing and children's footwear
0%

· Livestock and greyhounds
2.5%

· Real property, building service, newspapers, hotel accommodation, 

personal services, repair and maintenance of cars and other movable goods,

works of art, antiques, tour guide services, short-term car hire, non bread

bakery products and non chocolate biscuits
13.5%

· Goods and services not subject to one of the other rates or exemptions
21%

Further information on VAT rates can be found on the Revenue website at: www.revenue.ie

Who is a Taxable Person?

Any individual, partnership, company or other business entity which is required to be  registered for VAT is a taxable person.  A taxable person must register for VAT if their turnover exceeds, or is likely to exceed in the defined future, certain limits as laid down from time to time by the government.  These are currently €25,395 for the supply of Services and €50,790 for the supply of Goods.  Within these outer limits, there are three other parameters: these also should be carefully checked in the Revenue Commissioners' Guide.

Persons (individual, partnership, company) whose turnover from taxable activities does not exceed these limits, may register for VAT if they wish to do so.  the advantages of this are that such a trader can claim back VAT paid on his business purchases, which otherwise would become a business overhead.  If in addition he is the supplier of zero-rated goods, he would for obvious reasons be well advices to register.

As noted above, certain goods and services – for example, banking, education, professional medical services – are exempt from VAT.  Suppliers of such goods and services are not allowed to register for VAT.  These are categorised as Exempted Persons.  Groups of persons engaged in non-commercial activity – Non-taxable entities – and Farmers make up the final categories.

Registration and VAT Returns
To register, complete a VAT registration form (for TR1 if an individual or a partnership and form TR2 is a company) and send it to the Taxes Central Registration Office, 9/15 Upper O'Connell Street, Dublin 1.

When a business entity becomes registered for VAT, it will be issued with a registration number, which should be displayed on all sales documents – invoices, credit notes, etc. – at least.  VAT is normally accounted for on a bi-monthly basis.  A form (VAT3) is sent out in advance by the Collector of Taxes, and it plus any payment due must be received by the Collector General by the 19th of the month following the end of the taxable period in question e.g. 19th May in respect of April/May.

Accounting Basis

VAT is normally payable on the total invoice value of the goods and/or services supplied – excluding, of course, the amount of the VAT itself.  If more than one rate applies, this will need to be indicated.  VAT becomes liable when the sale is invoiced, irrespective of whether it has been paid for or not.  However, within certain defined limits, a trader may opt to account on a 'Cash' basis, that is by reference only to those sales which have been paid for.  The Commissioner's Guide should once again be consulted for the relevant parameter in this regard.  A statutory obligation to maintain proper records of VAT liability also exists.

Further regulations exist in relation to the buying and selling of goods abroad.  An important distinction exists in this area between the Acquisition of goods from and the supply of goods to other EU member-states on the one hand, and Importing from and Exporting to other parts of the world.  Once again, for further details of requirements in these areas, the Revenue Commissioners' Guide should be consulted.

Note: VAT is something of a minefield.  Prospective venturers into business should make sure to clarify any and all requirements relating to VAT in the Guide to Value-Added Tax issued by the Revenue Commissioners and is available from the Meath County Enterprise Board library.  It is recommended that you seek advice from you accountant on registering and accounting for VAT.

You should also note that the Revenue Commissioners take a firm line with businesses that pay late or fail to register if required.

Insurance

It is absolutely vital that one gets adequate insurance cover immediately one commences business, as a single claim could run into hundreds of thousands of pounds.

Almost all risks are insurable. It is best to seek advice from an insurance broker on the type of cover required. Quotations should be sought from several insurance brokers as there can be quite a difference in the cost.

Insurance cover should be sought in the following areas:

Employers’ Liability Insurance

This covers you against liability to any employee who is injured in your employment.

Public Liability Insurance

This type of insurance covers you against any claims by a member of the public.

Motor Insurance

This relates to insurance which is required for motor cars and other vehicles which are required to be registered under the Road Traffic Act.

Fire Insurance

This gives cover against all losses to property/stock etc. caused by fire.

Product Liability

Gives cover against all claims for damage caused by your goods or services.

Keyperson Insurance

This gives protection against the risk of death or permanent disablement of an individual who is central to the success of the business.

These are just the main risks against which you can cover. You can insure against almost any risk, for example, loss of profits, cash in transit, etc., but it is best to consult an expert on the matter.

For further information in this area please contact the Meath County Enterprise Board Library.

Choosing an Accountant/Solicitor

There are two key advisors when you are in business - an accountant and a solicitor. You may be tempted to do without either in the hope of saving money.  However, this could well turn out to be a false economy.

These advisors have the experience and expertise of dealing with other start-up businesses. The right advisor can save you valuable time, money and effort. They can also help you avoid certain pitfalls.

In choosing financial and legal advisors you should ensure that they:

· Hold membership of the appropriate professional body. (Directories of memberships are available from the Meath County Enterprise Board Library).

· Have experience in the type of business sector you intend to operate in.

· Have the necessary resources to meet your needs.

· Are people whom you can trust and work easily with - they will need to know the intimate details of your business if you are going to reap the full benefit of their expertise.

· Good communicators and readily accessible. Finance and legal matters can be very technical and it is important that your advisor makes the effort to explain matters in an easy to understand format. It is also important that you can contact the accountant/solicitor when you need him.

It is not a legal requirement to appoint either an accountant or a solicitor to your business. However, it is very advisable for even the smallest Sole Trader to do so. Limited Companies are legally required to appoint an auditor. As with all purchases you should shop around for the best deal and ask business colleagues for references.

Key Tax Dates

Question:  When should I send my returns and payments to the Collector General?

Answer:  Your payments/returns should be submitted by the following dates:

PAYE/PRSI
· Annual remitters – 15th February of each year (Form P35).
· Your P35 together with the balance of tax owing should be lodged by 15th February each year.
VAT

· Two-monthly remitters (VAT3 Form) – 19th of month following each two monthly period.

· Annual remitters – 14th of the month following the date on which your VAT accounting year ends.
Income Tax/Capital Gains Tax

· Preliminary Tax – 31st October in the tax year (90% of final liability must be paid by this date if interest charges are to be avoided).

· Your tax return filed by 31st October following the end of the tax year.  Any balance of tax must be paid by the 31st October following the end of the tax year.  For example, balance of tax for 2002 is due on the 31st October, 2003.
Corporation Tax

· Your company's Preliminary Tax must be paid by the 28th day of the 6th month following from the end of its accounting period.  90% of the final liability must be paid by this date.

· Your company's tax return must be filed within 9 months from the end of its accounting period.

Dividend With-holding Tax - 14th day (following the month that the dividend is paid (taxed at 20% - standard rate).
Question:  Why should I submit my returns and payments on time?

· An interest charge of 1.25% for each month or part of a month on your late payment.

· The cost to you of collection through the Revenue Sheriffs or the Courts.

· The cost of your time in dealing with interest bills and enforcement agencies which could have been avoided.

Answer:  You can save money by paying on time.

(Source: Due Dates – Payments and Returns, Leaflet CG2, Revenue Commissioners www.revenue.ie)

Becoming an Employer – The Law

Employees are entitled to may statutory rights.  The following are some of the more important areas.

Industrial Relations

The right to form trade unions is guaranteed under the Irish Constitution.  The Industrial Relations Act of 1990 governs what constitutes a legitimate dispute, repealing the older Trade Disputes Act of 1906.  The 1990 Act also established the Labour Relations Commission with employer, trade union and independent representation to promote good industrial relations.  The Commission took over some of the conciliation functions of the Labour Court, leaving the Labour Court to resolve disputes by investigation and recommendation (it is not a court in the legal sense).

Minimum Notice to Terminate Employment

The Minimum Notice to Terminate Employment Act, 1973, applies to employees in continuous service for 13 weeks.

Employees are entitles to a written statement of the terms of employment (within one month of requesting it) specifying the details of the employment, the procedure to be used by the employer for dismissal, and the salary and applicable deductions.

Dismissals

The dismissal of an employee is considered unfair unless there are substantial grounds justifying it.  The criteria for a fair dismissal are laid down in the Unfair Dismissals Act, 1977.  The procedures for dismissal laid down by the employer must be fair and operated fairly.  Any contract for short term employment must be signed by both parties and state that the provisions of the 1977 Act do not apply, in order to be considered a valid reason for dismissal at the expiry of the contract term.

Redundancy

To qualify for redundancy lump sum (under the Redundancy Payment Act, 1967 – 1984), an employee must fulfil a number of criteria.  If these criteria are met the employer is entitled to recover 60% of the statutory redundancy payments from the Redundancy and Employers Insolvency Fund, administered by the Minister for Enterprise and Employment.

Employment Equality

Equal pay legislation applies where men and women are employed to perform similar work, under similar conditions, or requiring similar skills, or work of similar value or responsibility.  If a claim for equal pay is brought before the Equality Officers of the Labour Court, they have the right to enter premises, examine records and seek information.  An employee whose claim is successful may be entitled to arrears of pay up to the date on which the dispute was referred to the Equality Officer.

Anti-Discrimination

Discrimination in the workplace on the grounds of sex or marital status is prohibited under the Employment Equality Act, 1977.  This applies in recruitment, in conditions of employment other than pay or pension, in training and work experience and in opportunities for promotions.  Neither can an employer discriminate in entry requirements, terms, conditions and treatment of employees or in the opportunities or facilities for employment training or work experience.  It is unlawful to discriminate in the way a job or promotion is offered, or in the classification of a post by reference to sex, e.g. Salesman, Tea Lady, etc.

Holidays

Certain employees are entitled to a minimum of 3 weeks annual leave in addition to the eight public holidays which occur each year.  The 'leave year' runs from 1 April to 31 March and pro-rata entitlements apply for periods less than a year.  Employees who qualify must have worked for the employer at least 120 hours in each calendar month (110 hours if under 18) or for at least 1,200 hours during the relevant leave year (1,300 if under 18).

Maternity Leave

A female employee who ordinarily works for more that 18 hours per week has the right to take up to 18 weeks maternity leave and to return to work afterwards.  She is also entitled to reasonable time off for ante-natal care and to the protection of her job during leave.  There is no minimum length of service for this entitlement and the Department of Social Welfare pays her a pay-related Maternity Allowance for 18 weeks maternity leave.  The employee is obliged to give her employer four weeks notice in writing of her intention to return to work after maternity leave.

Pensions

The Pensions (Amendment) Act 2002 and the Finance Act 2002 brought new obligations for employers in relation to pension provision for employees.  The Government believes the people are more likely to save their own retirement if they have;

a) easy access to a pension that they can understand.

b) a pension that offers them a fair deal and value for money.

c) and where saving for retirement is made as convenient as possible.

From the summer of 2003, it will be mandatory for every employer to provide access for employees to some form of pension provision. 

Access to a Standard PRSA must be provided if the employer does not have an occupational pension scheme in place.

Further information on pension schemes is available on the Business Access to State Information & Services website at www.basis.ie.

Since January, 1991 an employee with more that five years service (including at least two years after 1990) can now change jobs and keep most of his/her pension entitlement.  This is one of the provisions of the Pension Act, 1990, which also established the Pensions Board to regulate the activities of pension schemes.

Part-Time Employees

A regular part-time employee is defined as an employee who has been in continuous service for at least 13 weeks and is normally expected to work at least 8 hours per week.  The Worker Protection (Regular Part-time Employee) Act, 1991, modified many employment acts to extend benefits and protections to regular part-time employees.

The Meath County Enterprise Board Library has detailed information on all the above employment legislation published by the Department of Enterprise and Employment.

A specimen contract of Employment can be obtained from the SFA – Tel: 01-6601011

National Minimum Wage

Under the National Minimum Wage Act which was introduced on the 1st April, 2000 an experienced adult worker is entitled to a minimum hourly rate of €7.65 per hour since December 2010, and a person under the age of 18 years is entitled to a minimum hourly rate of €6.06 per hour.  For further details on the National Minimum Wage Act, 2000 please refer to the Department of Enterprise, Trade and Employment website www.entemp.ie.
Employee Recruitment

A Company’s Best Asset …

A business needs to get the best from the people who work in it.  Employees should be a company's best asset and if they are chosen well and motivated to work with management as a team, they should be able to enjoy the challenges of the modern business environment.  For the entrepreneur, the financial motivation for being in business is profit, while for the employee it is wages, but it should be of equal importance to all to share a common pride in everything that's produced, whether it's a complicated computer programme twice a year or a thousand little electronic components every hour. 

Once an employee is made permanent, the job becomes his or hers by right.  Taking that job away may cost compensation unless the employee clearly and knowingly acted against the company's best interests.  It is therefore very important to employ the right people in the first place.

Advertising the Vacancy

Selecting the right employee takes two basic things - enough people with the right qualifications to choose from, and a clear knowledge of what human attributes are needed to do the work.

As a rule, when positions to be filled are for people who are not technically or professionally qualified, they are best filled locally.  Local advertising is less expensive - often a good ad in a local paper will get the word around very effectively. Family, friends or other local businesses, may give you leads to suitable people. Another source is the nearest FÁS office where recruitment notices are posted free of charge.  By covering all these areas thoroughly, a good number of suitable people will apply.

If the business needs someone with special qualifications or experience, you should cast a wider net. National advertising can be expensive, therefore the services of an experienced recruitment specialist might be considered.   If specialist employees are needed, such as financial, marketing or technical there are a number of available schemes to help with the costs and searches involved - ask the County Enterprise Board for details.

Selection Process
It is important to take time with the selection.  You should devise a list of attributes needed for the job and a second list of general personal attributes and score each applicant against these two lists.  Interviews and questionnaires will give an indication of a person's suitability.  It is very unfair and ultimately counter-productive to allow personal prejudice to creep into the selection process.  

Employee Induction

The real test of a good selection comes when the new employees start work.  The induction phase is on-going for at least the first six months and needs careful input from the management.  Work out a timetable in advance with a list of the achievements expected at different stages.  It begins with the new employees getting to know the business.  A factory tour is an obvious place to start with an introduction to other staff, and a talk through the ground rules with time for questions and answers.

Keeping Good Employees

A second aspect of getting the right people is being able to keep them.  Small businesses are in direct competition with much bigger players who can offer greater security.  The best policy is to ask what are the real needs of the employee and try to meet them as much as possible.

Physical conditions should always be safe and comfortable for employees, with an area where people can relax at break times.  Personal storage space is a basic necessity and there should never be any infringement of anyone's privacy.  There are regulations to protect the safety and welfare of people at work and the statutory guidelines to prevent overcrowding should be considered as a minimum requirement.

Employees need to know what is happening in the business and will respond well if they are trusted, respected, appreciated and given responsibility.  If managers can't delegate, employees are left waiting on instructions all the time, and have no opportunity to show leadership in their own areas.  This ultimately frustrates people at work.  One of the biggest potential advantages of small companies over large ones when it comes to keeping good employees is that the small company can often provide wider scope for learning and development.

Contract of Employment 

By law, a written contract of employment must be given if requested by an employee, so it makes sense to prepare it anyway as part of a positive effort to instil the kind of attitudes the employees themselves should have.  Appropriate training and assessment should be provided, but with enough freedom to let them get on with the job.  Long before the end of the probationary term it should be obvious if the new recruits are capable enough and fitting in well.

Employee Rights

The Employment Acts, available from the County Enterprise Board or the Department of Enterprise and Employment, set out minimum notice and holiday entitlements for employees.  Once a person has been employed for 12 months they cannot be dismissed without good cause, such as serious breaches of rules, and even in that case you must follow a disciplinary procedure including clear warnings.  A person can never be dismissed for trade union activities, pregnancy or marriage, even in their first 12 months in the job.  There are many areas of industrial relations that cause employers a lot of worry, and professional help is available through the Irish Business and Employers Federation (IBEC) or one of the two small business associations - SFA or ISME.   Membership is worth considering, particularly where employees themselves are represented by a trade union.

Health and Safety

An employer is responsible in so far as it is reasonably practical for the safety, health and welfare of his/her employees.  The Health and Safety Authority (HSA) reports to the Minister for Enterprise and Employment and has a duty to enforce safety and health laws generally.  It also has a range of other functions such as providing advice, promoting activities, providing information and undertaking research.

Older legislation pinpointed specific areas of responsibility within some sectors such as docks, construction, mines, factories etc. but more recent legislation covers all places of work.  The following is not a complete list of legislation, but a quick overview.  The HSA can provide current lists of all legislation in force.

Safety, Health and Welfare at Work Act, 1989

In 1989 new legislation came into force that cover all places of work regardless of size or activity.  It applies to employers and self-employed persons, manufacturers, suppliers and importers.  Even where persons are employed by another employer, obligations arise for the persons who have control of workplaces such as duties to provide for safety and health relating to means of access and egress, and articles or substances used at the workplace or provided for use at work.  Under this Act, legal requirements are also placed on employees to carry out their work in a safe manner and obey health and safety rules.  All employers and self employed persons must prepare a Safety Statement outlining the hazards in their place of work and detailing how they are controlling these and safeguarding the health and safety of employees.  Employers are required to consult with employees on health and safety issues and employees may select a Safety Representative to represent them on these issues.  Any employer who manufactures, designs, imports or supplies plan/equipment or materials is required to test adequately and give adequate information on hazards associated with the product.

Current Legislation
The present Health and Welfare at Work Act came into force on the 1st September 2005 with certain new provisions commencing some time later.  The Safety, Health and Welfare at Work Act 2005 represents a modernisation of our occupational health and safety laws and it sets the scene for achieving further improvements in the national record on safety and health over the next few decades. 

It’s primary focus is on the prevention of workplace accidents, illnesses and dangerous occurrences and it provides also for significantly increased fines and penalties aimed at deterring the minority who continue to flout safety and health laws. 

A full copy of the Act is available from the Health and Safety Authority, 10 Hogan Place,
Dublin 2, or can be downloaded from their website at www.hsa.ie.

A Guide to the Safety, Health and Welfare at Work Act, 2005 can also be purchased on the HAS website for €20.
Specific Hazards

In addition to the above legislation, there are other pieces of legislation covering specific hazards such as noise, chemicals and certain named substances, asbestos, lead, infection and biological risks.  Companies involved with construction are also covered by specific legislation.

Enforcement of Legislation

Legislation provides that the HSA inspectors may enter any workplace at any time to inspect documents, book, registers and the physical environment.  Various enforcement notices may be used such as improvement directions and plan, improvement notices, and prohibition notices.  In the case of an improvement direction, the inspector will require submission of a plan to remedy a particular hazard within a time scale which the inspector will determine.  In the case of an improvement notice and prohibition notice, an employer has a right to appeal to the District Court.  The time limits are 14 days for an improvement notice and seven in the case of a prohibition notice.  A prohibition notice can take effect immediately; and improvement notice does not come into effect for at least 14 days (the appeal period).

Penalties

The penalties under the Act are:
· a maximum fine per offence on summary conviction is €1,000;
· an unlimited fine in the case of conviction on indictment;
· an unlimited fine and/or up to two years' imprisonment in the case of certain offences for which a person is convicted on indictment.  These include breach of a prohibition notice. 

Where to go for Help

The Meath County Enterprise Board has the major publications on file at its Library as well as the complete Health and Safety Authority Publications List.  Copies of legislation and guidelines for the interpretation of the legislation are available from the Government Publication Office, phone 01-6613111.  If you are a member of a professional or employers organisation or union, they may also be able to advise you.

HEALTH AND SAFETY AUTHORITY

PUBLICATIONS LIST - 1995

G(1)
Guidelines on Safety Statements


G(2)
Guidelines on Safety Consultation and Safety Representatives


G(3)
Guidelines to the Noise Regulations


G(4)
Guidelines on Safe Use of Guards for Mechanical Power Presses


G(5)
Guide to Conveyance of Dangerous Substances by Road


G(6)
Short Guide to Health and Safety Law
€1.00


G(7)
Safe to Work


G(8)
Guide to Safety, Health and Welfare at Work Act 1989, and



(General Application) Regulations 1993
€10.00


G(9)
Preventing Workplace Cancers (Carcinogens Regulations Guidelines)
€2.00


G(11)
Handle with Care - Safe Manual Handling


G(12)
Guidance on Training in the Manual Handling of Loads


G(13)
Medical Guidance Notes on Occupational Asthma, 1995


G(15)
Guidelines on the Health and Safety of Office Workers
€2.00


G(16)
Guidelines on First-Aid at places of work


A(1)
Stay Safe on Site
€1.00


A(2)
Guidance Notes on Prevention of Dermatitis


A(3)
Obligatory Safety Signs
€1.00


A(4)
Don't Just Talk About It


A(5)
At Work, At Home You Use Chemicals


A(6)
Violence At Work in The Health Services Sector


A(7)
Violence At Work


A(12)
Occupational Asthma - An Employers' Guide


F(1)
Is Your Work Making You Deaf


F(2)
Mouldy Feed is Dangerous


F(3)
Workplace Stress


F(4)
Safe Installation of Propane Gas Cylinders


F(5)
Farm Safety


F(6)
Preventing Accidents to Children on Farms


F(7)
The HSA and Your Workplace


F(8)
Who Cares for the Carers


F(9)
Storage of Liquefied Petroleum Gas


F(10)
Preventing Workplace Cancers (Carcinogens)


F(11)
Use Chemicals Safely


F(12)
Health and Safety at Work When Pregnant


F(13)
Occupational Asthma - An Employee's Guide


F(16)
Build in Safety - A short guide to good practice and legislation


R(1)
Report of Advisory Committee on Occupational Safety and Health Training
€2.00


R(2)
Report of Advisory Committee on Agriculture and Forestry Sectors
€2.00


R(3)
Report of Advisory Committee on the Health Services Sector
€2.00


R(4)
Annual Report (1994)
€5.00


R(5)
Report of the Advisory Committee on Construction Safety
€2.00


R(6)
Report of the Advisory Committee on the Defence Forces
€2.50


R(8)
Report of the Advisory Committee on the Education Sector
€2.00


I.H.
Medical Guidance Notes on Occupational Asthma


I.H.
Guidelines on hearing Checks and Audiometry


I.H.
A Short Guide to the Act


I.H.
Farm Safety Statement (Teagasc)


I.H.
Agricultural Health and Safety Sheets (1-5)


M(1)
Newsletter


M(2)
Accident Report Form IR1


M(3)
Dangerous Occurences Form IR3


M(4)
Farm Information Pack - contains:



Preventing Accidents to Children on Farms



Mouldy Feed is Dangerous



Farm Safety



Farm Safety Statement



Agriculture Health and Safety Sheets 1-5



Farm Safety for Kids (poster)



Farm Safety Handbook


M(5)
Safe to Work Pack - contains:
€1.50



Safe to Work




A Short Guide to Health and Safety Law



HSA and your Workplace



M(6)
Health Services Pack - contains:



Violence at Work in the Health Services Sector



Workplace Stress



Who Cares for the Carers


M(7)
Safety Management Book Mark


P(1)
Farm Safety for Kids Poster


P(2)
Violence at Work Poster


P(3)
Parrot Poster


P(4)
Build in Safety Poster


P(8)
Safety Management Poster


The Safety Statement - Video
   


Safety Consultation and Safety Representative - Video) Pack
€95.00


Manual Handling in the Construction Industry - Training Pack
€50.00

Health and Safety Authority

10 Hogan Place, Dublin 2

Tel: 01-6620400     Fax: 01-6620417
Your Business and the Environment
Control over the impact of your activities on the environment is an important part of the management of your business.   There are, of course, legal requirement in this area, but more that that, good environmental management can lead to cost savings, enhanced customer relations, and a positive product image.  If you are interested in exporting your product, you will find that compliance with an environmental management standard is invaluable, especially when dealing with our European partners.

Environmental Protection Agency

The Environmental Protection Agency (EPA) is the regulatory body for the environment in Ireland.  Its role spans research and policing functions dealing with the environment as a whole.  Areas concerned include noise abatement, fire protection, water purity, air, and soil contamination.  Your business should maintain a good constructive relationship with the EPA as they are very willing to spend time with you to clarify the requirements.

Integrated Pollution Control (IPC)

Up until recently, a new company may have had to apply for three separate licenses when applying for planning permission.  This was clumsy and often failed to genuinely protect the environment.  Now the EPA is implementing a system of integrated pollution control (IPC) under which all aspects of an industrial development are considered at the same time to minimise the total impact on the environment.  IPC may require that a company bring about process changes, raw material substitution, recycling of process streams and improved handling and storage practices.  Often it requires the installation of specialised equipment and operating procedures and the implementation of an environmental management plan.  Costs for IPC can be substantial, so it is worth considering them at the feasibility stage of your business and working the costs into your business plan.

IPC is being brought into operation on a phased-in basis depending upon the kind of industry involved; it will take a number of years before IPC is applied universally so some companies must still use the old system of licenses.  Even for companies that do not immediately come into the IPC net, implementation of an environmental management plan is good practice.  Not only does it prepare a company to meet legal requirements, but it means that your business can build environmental management in to the general management of the business from the start.  This pro-active approach is more successful and far less costly.

Environmental Management Systems

An environmental management system can take many forms.  The Irish Standard 310, Environmental Management Systems – guiding principles and requirements 1994, is published by the National Standards Authority of Ireland.  It is not required that this standard be followed for IPC; any system that parallels the same requirements should be adequate for the purpose.  There are other national and international standards in common use as well.  Some companies prefer to start with a voluntary self-auditing system such as that outlined in Guide to environmental self-auditing published by the chamber of Commerce in Ireland.

Eco-Management and Audit Scheme

The European Union has passed a regulation creating a voluntary Eco-Management and Audit Scheme (EMAS).  The fundamental objective is the promotion of continuous improvement in environmental performance by companies in the industrial sector.  A business that meets the standards and criteria required in the regulation can be assessed by the Competent Body in Ireland, ICLAB (Irish Certification and Laboratory Accreditation Board), and will be allowed to use the EMAS logo comprising the EU ring of stars together with a statement of participation on the company paper.  Company sites registered to the scheme will also be published on a regular basis in the EU's Official Journal.  The Irish Standard, IS 310, is suitable for application to this scheme, but eventually there will be a European Standard to replace it for this purpose.  

Environmental considerations come into a number of other areas in your business too, such as product design.  For instance, a product can often be designed to ensure that tit is recyclable or that at the end of its life, it causes minimal impact on the environment.  Packaging and transport should also be considered in this light.

The Forbairt Information Desk can help you find a suitable standard for environmental management, the Certification Department can help you with certification to IS 310 and Tom Dempsey of ICLAB, based in Forbairt, can help you with registration to EMAS.  For help in preparing for IPC or other licenses, or solving environmental problems in your business the Environmental Services Department of Forbairt or a private consultant can often help.  The Environmental Information Service (ENFO), in St. Andrews Street, Dublin 2, has an enormous stock of general environmental information free of charge.  Their database is also available in the Central Library in the Ilac Centre.
Legal Entities Pack

The Meath County Enterprise Board can provide you on request with a complete kit of all formalities you need to carry out to become

· A Sole Trader.
· A Partnership.
· A Limited Company.
As well as detailed information on how to become:

· A Co-operative.
· A Franchise Operator.
Further Information

The Meath County Enterprise Board Library can supply further information on request on a wide range of topics:
· Writing a Business Plan 

· Financial Planning

· Patents and Other Protections

· Health and Safety

· Environmental Concern

· Labour Law

· Guides to Taxation

· Exporting

· Tourism

· Sources of Assistance

The Meath County Enterprise Board also has a range of books on starting/running a business to buy or read.

The Meath County Enterprise Board also provides the public with access to the Internet and extensive Irish and European databases. 

Meath County Enterprise Board Limited�Navan Enterprise Centre | Trim Road | Navan | Co Meath
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