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WELCOME

Business Start Up Checklist
n Write a business plan
n Choose a business name

Your Guide to Starting and Operating a Business in Wood Buffalo
was developed in partnership with the Regional Municipality of Wood
Buffalo’s Economic Development Branch, Community Futures Wood
Buffalo, S. Millard Chartered Professional Accountant, and Insurance
Bureau of Canada (IBC). This plan was developed as a one-stop
resource for the local business community, regardless of whether you
are a brand new business or a seasoned business owner
looking for information.
Thank you to our project team for helping to make this guide possible.

n Decide on a business structure
n Look at government requirements
n Consider insurance coverage
n Find financing

WOOD B U F FA LO

n Prepare to have employees
(if needed)
n Get connected to local
business supports
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DEVELOP YOUR BUSINESS IDEA
AND WRITE A BUSINESS PLAN
First, you need to identify a business idea or
concept. Some strategies to consider when
developing an idea could include creating
a new product or service, identifying an
under-serviced market or re-inventing/
changing an existing product or service
to add more value.
It is important to consider whether the
business idea is the right fit for you, whether
you have the skill set to be a business owner,
to sell or make the product or service and
the risk tolerance to make it happen.

A business plan
should include,
at a minimum,
the following
components:

Once you have decided on a business idea,
the next step is to conduct research.
Research can help you:
• Determine whether your business idea
is original, feasible, profitable and can
be commercialized
• Identify your target market, the size of
your market and your ideal customer
• Think through possible scenarios of
your business operations
• Formulate the basic building blocks of
your business plan

• Executive Summary
• Vision and Mission
• Marketing and Sales Plan
• Operations Plan
• Key Personnel
• Financial Plan
• Financial Needs

Business Plan Writing Tools and Templates
• Business Plan Online Writing Tool
(via Futurpreneur):
futurpreneur.ca/en/bplan/
• Business Plan Template (via BDC):
bdc.ca/en/articles-tools/entrepreneur-toolkit/
templates-business-guides/pages/businessplan-template.aspx
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• Business Plan Template (via Community Futures):
woodbuffalo.albertacf.com/sites/default/files/
woodbuffalo.albertacf.com/businessplan2012.pdf
• Business Plan Template (via ATB):
http://www.atb.com/business/resources/Pages/
guides-and-templates.aspx

Some key areas to consider when
doing research:
• The market:
		 o Who wants to buy your products/
services? Are there enough people
to make it profitable? What are the
current market trends?
• Your competition:
		 o Who are they? What makes you
unique? How profitable is the
competition? What are their
biggest challenges?

• Potential safety requirements:
		 o Do any government bodies or
potential customers require certain
certificates or courses for you
to operate?
• Trade registration requirements:
		 o Does the industry you are operating
in require licences or
professional designations?
• What are the environmental standards
of your industry?
• Are there any legal or liability factors
that you need to consider before
starting your business?
The next step is writing a business plan.
Business plans are one of the most
important, but often overlooked, steps in
starting a small business.
Business plans help prospective
business owners:
• Guide business activities
• Get financing or investors
• Identify strengths, weaknesses,
opportunities, and threats
• Plan for future growth
• Track performance
• Plan an exit or succession from
their business
Many start up business owners believe that
business plans are only useful if the business
requires them to gain access to financing.
In fact, business plans are much more
important than that. Business plans are tools
to aid in decision-making throughout the life
of the business. They are living documents to
help keep the business on track and focused
on the most important things.
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Decide on a Business Structure

Corporation

Characteristics

Sole Proprietor

Partnership

Corporation

Ease of
Formation

Easy and
inexpensive to
register

Easy and
inexpensive to
register

Extensive
corporate
documents
required

Ownership

Owner (Single)

Partners (two or
more)

Shareholders
(one or more)

Operated By

By owner

By director(s)
appointed by
the partners

By the board
of directors
appointed from
the shareholders

Profit
Allocation

100% to the
owner

Shared among
partners

Shared among
shareholders

Liability

Unlimited

Unlimited

Members may
not be liable

One type of business is a corporation.
Incorporation can be done at the federal or
provincial/territorial level. When you incorporate
a business, it is considered to be a legal entity
that is independent from its shareholders. As a
shareholder of a corporation, you may not
be personally liable for the debts, obligations
or acts of the corporation. It is always wise to
pursue legal advice before incorporating.
Some advantages of incorporating include
lower corporate tax rates and a level of distinction
between the individual and the business,
thereby reducing risks. Corporations can
also be good for personal tax planning
where individuals who do not work in
the business can still be distributed
profits of the business.

Choose a Business Name
•C
 hoosing a name for your business is very important. Here are some things to
think about when naming your business:
o Does it describe the product or service you offer?
o Does it reflect the values of your business?
o Is the name distinctive? Is the name professional?
o Can customers identify and remember it?
o Are you legally allowed to use it?
▪
o By law, the name of your business can’t be the same as
(or very similar to) an existing corporate name or trade-mark.
o See provincial registration requirements.
o Will your business name work for your website?
• If you are incorporating and don’t have a specific name in mind, you can choose a
numbered company.
• If you are a corporation, you need to identify that in your name. The ending will need to
be Ltd., Limited or Incorporated.
• If you have chosen a proprietorship as your structure but wish to operate under a
business name, then you will also be required to register through the provincial registry.
This is referred to as a “Trade Name” registration.
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Sole Proprietorship
With this type of business,
you are the sole owner. You are
therefore fully responsible for
all debts and obligations
related to your business.
All profits are yours to keep
and, as you are personally liable,
a creditor can make a claim
against your personal assets,
as well as your business assets,
in order to satisfy any debts.
Some advantages of operating
as a proprietorship include the
simplicity of setup as well as the
accounting and legal matters.

Partnership
A partnership is an agreement created
between two or more people or corporations.
In a partnership, your financial resources are
merged with those of your business partner(s),
and then put into the business. You and your
partner(s) would share business profits in accordance
with any legal agreement you have drawn up.
In a general partnership, each partner is jointly liable
for the debts of the partnership. However, in a limited
partnership, each party can contribute to the business
without being involved in its operations. A limited
liability partnership is usually only available to a group of
professionals, such as lawyers, accountants or doctors.
When creating a partnership, an agreement should be in
place. This is important because it establishes the terms
of the partnership and can help avoid disputes later on.
Hiring a lawyer or other legal professional to help you
draw up a partnership agreement can save you time and
protect your interests.
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BUILD YOUR PROFESSIONAL TEAM
Legal

Accounting

It’s a guarantee that, as a business owner,
you will be required to sign a contract at some
point. Before signing a contract, best practices
recommend seeking legal advice to ensure you
understand the obligations of the business as
well as the individuals.

The level of record keeping required is
dependent on your type of business.
If you have chosen a proprietorship,
you are only required to keep track of the
assets owned by the business for tax purposes
as well records of income and expenses.

Common contracts include lease agreements
for commercial space or equipment, contracts
in which your business agrees to provide a
service to a third party or in which a third
party is agreeing to provide services to your
business. It’s important to understand what
the obligations are if you or the third party
fail to fulfil your part of the contract. For lease
agreements, it’s important to understand
the obligations of the landlord as well as
your obligations. Common clauses include
restrictions on signage, on the form of business
you conduct, on the hours of operation, etc.

If you have chosen to incorporate, the
accounting will need to be more complete,
tracking not only the income and expenses
but also the assets, liabilities, and retained
earnings. Retained earnings, also referred to
as equity, are the accumulation of income less
expenses year over year which have not been
paid out to owners and are equal to assets
less liabilities.
It is important to keep your receipts
and copies of your tax returns for
seven years.

CREATE A FINANCIAL PLAN
AND OBTAIN FINANCING
A critical first step to starting a business
is determining how you will finance your
operations. A financial plan helps you
determine things such as: how much money
you will need, how much you will need to
invest personally and how much you will
need to borrow. A financial plan also includes
estimating the costs associated with inventory,
leasehold improvements, assets, marketing and
operating costs.
Business owners should look into financing
before they require it. Financing typically
takes weeks, if not months, to put in place
from the date of application to the date of
funding. There are several different types of
financing. It is recommended that you spend
time researching what is available and consider
talking with your accountant, banker and/or
lawyer to determine the best type of financing
for your business.
Below are some examples of financing
to consider.
Alberta Treasury Branch (ATB)
ATB Financial was created more than 75
years ago, in the darkest days of the Great
Depression, to serve Albertans. Today ATB
offers a wide range of customer focused
products and services to support businesses at
every stage.
Alberta Women Entrepreneurs
Alberta Women Entrepreneurs offers loans
of $30,000–$150,000 to Alberta women for
start-ups, expansions and business purchases.
Banks
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Your personal bank can be a great place to
start. During initial start-up stages often times
financing for your business is contingent on
your personal credit score and net worth.
Bankers can provide trusted advice, an
objective partner and banking solutions for
your financing needs.

Business Development Bank of Canada (BDC)
BDC finances working capital to expand
businesses and invest in technology. BDC
also lends money to purchase commercial real
estate, buy new or used equipment, and a
variety of other business needs.
Community Futures Wood Buffalo
Community Futures is a community driven,
non-profit organization funded by Western
Economic Diversification Canada. They can
provide loans for start up and expansion up
to $150,000 dollars to help business that have
first been denied financing through traditional
lenders. They also work closely with the
business owner to offer guidance and support
on start up processes such as business plans,
incorporation, permits or licences, and more.
Futurpreneur Canada
Futurpreneur Canada supports young
entrepreneurs with up to $45,000 in financing,
an expert business mentor for up to two years,
and resources to help you plan, manage and
grow your business.
Government Grants
There is often a misconception about
government grants. The government does
not give away free money. However, there
are some programs available with specific
mandates to improve the Canadian economy.
These programs are restricted to certain
industries and within certain areas of Canada.
The Canada Business Network has an extensive
list of regional and federal public funding
opportunities in Canada.
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GOVERNMENT REQUIREMENTS
FOR REGISTERING YOUR BUSINESS
Municipal Requirements
All businesses operating in the RMWB normally
require a business licence, however there are a
small number of business types that are exempt
from a licence, and others who are exempt
from fees. The cost of a business licence varies
and is determined by the business category
under which your operation is classified.
Resident business licence categories include:
• Commercial Business
• Day Home
• Home-Based Business
• Home Occupation
• Market
Steps to obtaining a business licence
1. Determine whether your business requires a
Development Permit:
If your business will operate from a Commercial
location, you are required to provide an
approved Development Permit number.
Methods to apply include:
• Online at rmwb.ca/epermitting
• In person at Timberlea Landing,
located at 309 Powder Drive
Development permit applications can be found
online on the RMWB website or at Timberlea
Landing, located at 309 Powder Drive.
If your business will operate out of your home,
you will need to determine whether you need
to apply for either a Home Occupation or
Home-Based Business licence.
•H
 ome Occupation refers to the secondary
use of a principal dwelling by only the
permanent resident to conduct business
that does not require clients or vehicles to
visit the home.
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• Home-Based Business refers to the
secondary use of a principal dwelling,
or combination thereof, by at least one
(1) permanent resident of the dwelling, to
conduct a business activity or occupation.
This type of licence requires an approved
development permit which, if approved,
may allow for activity at the home (such as
client or employee visits).
2. Obtain Alberta Safety Codes Approval:
Depending on the type of business, where
it is located and whether any changes were
made to the structure, etc., there may be
building code requirements that need to be
met. You may also be required to obtain a Fire
Inspection Report from the Fire Department.
3. Complete your Business Licence Application:
Once you have received required approvals
and have the necessary documentation, you
can complete your business licence application.
Methods to apply include:
• Online at www.rmwb.ca/businesslicensing
• In-person at Timberlea Landing,
located at 309 Powder Drive
Your proposed business licence application
will be reviewed to confirm that it meets all
Municipal and Provincial requirements. Some
business categories require documentation
from other external agencies and you are
required to submit this with the licence
application. Licence issuance can take up
to 10 business days, provided all required
documentation is submitted. Licences are
valid for one year from date of issue and must
be displayed on the business premises visible
to customers.

GOVERNMENT REQUIREMENTS
FOR REGISTERING YOUR BUSINESS
Provincial Requirements

Filing an Annual Return

If you have chosen a corporation as your
business structure, then your first step would
be to register your corporation either federally
or provincially.

If you have incorporated a business, whether
it be federally or provincially, you are required
to maintain your registration by filing an
Annual Return. The Annual Return is due on
the anniversary date of the registration of
the business, and updates the address of the
business and shareholder information. Your
Annual Return can be filed by your lawyer or
through the corporate Registry Office. If you
have chosen to use a lawyer to incorporate,
be sure to ask him or her if Annual Returns
are included in their services.

If you have chosen a proprietorship as your
structure but wish to operate under a business
name, then you will also be required to register
through the provincial registry. This is referred
to as a “Trade Name” registration.
Registration for a corporation or a trade name
can be done through the Alberta Registry
Office or through a lawyer.
The fees are generally less when using a
Registry Office, however the Registry Office
will not prepare certain components that
a lawyer would. For example, the Registry
Office does not issue share certificates for
corporations, which indicate your ownership of
the business, and not having those certificates
could lead to potential issues in the future.
A best practice would be to discuss your own
needs to see if a lawyer’s services are required.
Many lawyers offer a free 15 to 30 minute
consultation. Be sure to prepare your questions
before you go.

If you fail to file your Annual Returns,
the corporate registration or trade name
will be removed from the list of businesses,
at which point you are no longer authorized
to operate as a business. There is a process
you can follow to revive corporations and
names that have been removed, but it is a
lengthy and costly process.
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GOVERNMENT REQUIREMENTS
FOR REGISTERING YOUR BUSINESS

GOVERNMENT REQUIREMENTS
FOR REGISTERING YOUR BUSINESS

Federal Requirements

GST Requirements

The type of business you choose to set up will
indicate which accounts you must open with
the Canada Revenue Agency (CRA).
Proprietorship
•T
 he income and expenses of the business
are filed on form T2125 as a part of your T1
personal tax return. Your business is tracked
through your social insurance number. Sole
proprietors are granted an extension on the
filing of their T1 personal tax return to June
15th instead of April 30th.
Corporation
•T
 he income and expenses as well as the
assets and liabilities of the business are filed
on a T2 Corporate Tax Return. Your business
is tracked by the CRA through a business
number. See below.
Partnership
• If the partner filing the tax return is an
individual, then the income and expenses of
the partnership are filed on form T2125 as a
part of your T1 Personal tax return.
• If the partner filing the tax return is a
corporation then the income and expense
of the partnership are filed as a part of the
corporations T2 Corporate tax return.
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With the exception of a sole proprietorship,
the Canadian Revenue Agency will assign an
account to the business with one business
number. The business number is used to
track all business operations. The account
number consists of nine numbers, followed
by two letters and four additional numbers.
For example: XXXXX XXXX RT 0001. The two
letters indicate which portion of taxes the
account refers to, and the final four numbers
are used to indicate departments, provided the
business operates with multiple departments.
Letters that indicate which account has been
referenced are:
• Corporate Tax (RC) – corporations only
• Goods and Service Tax (RT)
• Payroll taxes (RP)
• Information filing including charity returns,
T5 returns, partnership returns, and
construction industry subcontractor
payments (RZ)
Sole proprietorships will use their social
insurance number for the first nine digits,
whereas all corporations will be assigned a
business number for the corporate tax account.
All other accounts noted above are set up
based on the discretion and requirements of
the business. For example, if you do not have
employees, then you would not need to set up
a payroll account.

You are required to set up a GST account if
you have a business operation where the sales
exceed $30,000 in any 12-month period. If
you have less than $30,000 in sales, you are
considered a small supplier and, although
not required to register for an account,
may register voluntarily. If you have high
supply costs, you may choose to do this as
it may benefit your business (i.e.; you would
charge GST on top of your regular pricing,
which does not negatively impact your income).
However, you can then make a claim for input
tax credits, also known as the GST that you
paid on your purchases and supplies. This is
refundable to you where it otherwise would
not be if you were not registered for a
GST account.

The three options for return filing periods
are annually, quarterly, and monthly. If the
annual taxable supplies of the business
are under $1,500,000 then you must file a
return at a minimum of once per year. If your
taxable supplies are greater than $1,500,000
annually but less than $6,000,000, then you
must file each quarter, at a minimum. Finally,
if your annual taxable supplies are more than
$6,000,000, then you must file monthly.
Keep in mind you may choose to file more
often than your annual taxable supplies
dictate, however you cannot file less
often than indicated.

If you own a taxi or limousine service, then you
are required to register for GST regardless of
your annual sales.
To register for an account, you can call Canada
Revenue Agency at 1-800-959-5525 or go
to the CRA website. Before registering, you
should have your social insurance number or
certificate of incorporation on hand. You should
also know which year-end you want for your
company (applies to corporations only). As well,
you should have an idea of how often you will
be filing GST returns.
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PREPARE TO HAVE EMPLOYEES
When hiring an employee, it is advisable to
put in writing the terms of the employment
including the rate of pay, the amount of
holidays provided, whether or not the
employment includes benefits, the expected
hours of work, etc. All employees should sign
TD1 and ABTD1 forms. These can be found
on the Canada Revenue Agency website.
The forms request the employee’s name,
address, date of birth, and social insurance
number. The form also asks which tax
exemptions the employee may be entitled
to so that the payroll deductions held can be
approximate to what the tax owing for that
individual at the end of the year may be.
Government requirements for
having employees
To ensure Alberta work sites are fair and
equitable, most employers and employees
are protected by, and must comply with,
Employment Standards law. Common
standards include: minimum wages, timing of
pay, hours of work, overtime, statutory holiday
pay, vacation pay, employing minors, maternity
and parental leave, compassionate care leave
and days of rest.
WCB – Workers’ Compensation Board
Workers’ Compensation insurance is not a
requirement for all industries and is dependent
on whether the business has employees, has
working owners that need personal coverage,
etc. It is advisable to contact WCB to find out
the requirements of your specific business.
If you are required to have WCB coverage
or have chosen to register voluntarily, you
will be required to file an annual return. The
amount of insurance you pay for is based on
the amount of earnings of the employees, the
amount paid to uninsurable contractors,
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as well as the personal coverage for any
owners. The calculation is done by taking
your industry rate, which is a rate per $100 of
earnings, multiplied by the earnings of those
employees. You will also be required to report
annually what your actual insurance earnings
were. The report is due by the last day
of February.
Employee Benefit Programs and
Retirement Savings
It is important to decide whether or not
your business will offer benefit or retirement
programs, which could be a part of
the employee compensation package.
Both benefits and retirement programs are
offered by several different providers with the
fees and range of services varying by provider.
It’s considered best practice to meet with
more than one provider to ensure you find a
program that best fits your needs.
Canada Revenue Agency and
Source Deductions
You are required to hold deductions for
Canada Pension Plan, Employment Insurance
(EI), as well as income tax off employee
pay cheques. The amount you are required
to withhold is based on numerous factors
including, but not limited to, what the
employees’ earnings are, the form of earnings
(cash, benefits, etc.), what tax bracket the
employee falls under, if the employee has a
reason to be exempt from EI (i.e.; if they own
part of the business), or is exempt from the
Canadian Pension Plan (CPP) (is of the age
to collect CPP).
The CRA offers a free Payroll Deductions
Online Calculator on their website, which
allows a business owner to calculate payroll
taxes or choose to use a payroll provider or
specific payroll software.

In addition to the amount held off an
employee’s pay cheque, the business is
also required to match the amount of CPP
deducted and submit 1.4 times the amount of
EI deducted. The total amount, including the
business portions and the employee portions
of source deductions, must then be submitted
to CRA. Any amounts held from cheques paid
to staff during a given month are payable to
CRA by the 15th of the next month. If your
business submits more than $25,000 per
month, then you may be required to submit the
deductions either twice per month or weekly.
Each year, when you have employees, you are
required to file a T4 Information Return with
the CRA indicating how much you paid each
employee, and how much was taken off each
employee’s cheque during the year.
Lastly, you are required to file a Record of
Employment form to Service Canada when an
employee leaves your organization. Information
on the Record of Employment indicates how
much the employee was paid, and the start
and end date of their employment. This record
is used to help the Employment Insurance
program decide whether or not the individual
is a candidate for their program.
Employment records
It is considered best practice to keep records
for each employee you hire. These records,
at a minimum, should include:
• A copy of the employee’s resume
• A copy of the offer letter or
employment contract
• Copies of the TD1 and ABTD1 forms
• Copies of any communication related
to time off
• Copies of any communication
related to substandard performance
• Annual performance reviews

Subcontractor vs. Employee
There is a distinction between hiring
subcontractors versus employees.
Business owners may feel it is favourable to
hire a subcontractor because they are not
required to hold deductions off payments
to subcontractors, and they are not required
to meet the same standards when hiring a
full-time employee, including hours of work,
overtime pay, etc. However, the Canada
Revenue Agency and other government
entities are working to ensure that individuals
acting in the capacity of an employee aren’t
being paid as subcontractors to avoid the
additional administrative work required when
hiring an employee.
There is not a definitive guide to deciding
if the individual is acting as an employee
or subcontractor. Each decision is based
on the circumstances. However, some
factors to consider when trying to make the
determination include:●	
• Control over the work
• Tools and equipment
• Ability to subcontract the work
or hire employees
• Financial risk
• Responsibility for investment and
management
• Opportunity for profit
If you are still unsure, you are able to request
a ruling from the Canada Revenue Agency on
form CPT1. If you fail to treat the individual
as an employee, then the business may
be subject to pay both the employee and
employer portions of CPP and EI as well as the
appropriate penalties if an assessment is made
down the road.
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IBC’S ADVICE ON INSURANCE
FOR BUSINESS OWNERS

IBC’S ADVICE ON INSURANCE
FOR BUSINESS OWNERS

No matter how well you plan, operating a
business comes with an element of risk and
unpredictability. Your commercial insurance
policy should be able to provide some peace
of mind, as long as you understand what you
have purchased. The following questions
may help guide you in discussions with your
insurance representative.

3 Are there circumstances under which
water damage would be covered?

6 If my business is home-based,
do I need liability coverage?

Yes, but it depends on the coverage you
purchased under your own insurance policy.
Water damage is one of the major causes
of loss. Different insurance options may be
available. For example, inventory destroyed
by water gushing from a broken water pipe or
water entering from openings caused by an
insured peril, such as wind, may be covered.
You may be able to purchase sewer backup
insurance, depending on your circumstances,
to cover damage from water or raw sewage
backing up through your drains.

Yes. Liability is perhaps, the greatest risk with
a home business. For example, a courier may
slip and be injured on your icy walkway while
delivering a parcel addressed to your home
business. If you damage someone’s scalp
with a hair treatment in your home salon or if
a client trips on the stairs to your basement
office, you may find yourself in a legal mess.
While the personal liability portion of your
homeowner’s policy will not provide coverage
for such events, commercial liability insurance
would cover most damages awarded against
you and would pay the legal costs to defend
you in a lawsuit.

While this brochure is intended to provide
answers to basic insurance questions,
your insurance representative is the best
resource for any specific questions you may
have. Make a decision based on what coverage
you need, your own perception of risk and how
much you can afford either in premiums or in
losses that you can cover yourself.
1 What kind of insurance do I need?
Depending on whether your business is run
from your home or rented premises, you may
or may not need building coverage in the event
that an insured peril causes damage to the
building. However, virtually all businesses
need stock or equipment coverage to help
replace or repair damaged property and
contents if an insured loss should occur.
“Extra expense insurance” is available to cover
the expenses necessary to get your business
operating immediately following an insured
loss while “business interruption insurance”
is available to compensate for loss of income
while your business is shut down following
an insured loss. Most stores or offices may
be covered by a package policy which would
include either extra expense or business
interruption insurance.
“Liability insurance” is important coverage for
any business. Whether your business is homebased or not, you could be held liable for any
bodily injury or property damage resulting
from a business interaction. In addition,
liability insurance would provide costs for your
defense. If you act as a consultant or offer
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professional advice or services to clients,
you should have “errors and omissions”
(E&O) or “professional liability” coverage.
Any vehicles used by your business will require
coverage provided by an automobile insurance
policy. Crime coverage protects businesses
against losses from burglary, robbery and theft,
while a fidelity bond protects larger businesses
from employee theft.
While store or office package policies are
available to most new businesses, some
businesses such as manufacturers, importers,
exporters or professional consultants may
require specialized coverage.
Talk to a life and health insurance
representative if you wish to provide health,
disability or life insurance as a benefit to your
employees. And don’t forget about workers’
compensation coverage. Depending on the
type of business you operate, you may be
required by law to participate. If not, you
may wish to participate voluntarily. Workers’
compensation coverage compensates injured
workers for lost income, health care costs and
other losses stemming from a work-related
injury; employers who have it are protected
from being sued by workers if they are injured
on the job.
2 Are there perils for which I can’t
buy insurance?
Some policies provide more coverage than
others but no policy covers everything
that could go wrong. Insurance is intended
to protect you from loss or damage from
unexpected events. Wear and tear,
for example, is generally not insured.
Losses or damage caused by acts of terrorism
are unlikely to be covered by your insurer.
Pollution coverage may not be available
depending on your business.

4 Do I have to take what’s offered?
No. Speak with your insurance representative
to ensure all possible avenues for coverage
have been explored. He or she understands
what options are available and can help
provide you with the best selection and price.
Make a decision based on what coverage you
need, your own perception of risk and how
much you can afford either in premiums or in
losses that you can cover yourself.
5 Will my homeowner’s policy
cover my home business?
Your homeowner’s policy is not designed to
adequately cover your business, regardless
of how large or small your business may be.
Some insurers offer an endorsement for
small home-based businesses. Commercial
insurance is the best option for most
businesses. You must also advise your home
insurance representative when you start a
home-based business such as a daycare.
Your home is no longer what it was when you
originally insured it: it’s now both a home and
a business.

7 What does errors and omissions or
malpractice insurance cover?
If you are paid to give professional advice,
you need “errors and omissions insurance.”
If you give a client professional advice that is
inaccurate or incomplete and the client suffers
as a result, errors and omissions insurance will
cover the damages and defense.
“Malpractice insurance” will cover you if
you provide a service that goes awry.
For example, a hairdresser or dog groomer
may consider malpractice insurance in
case a treatment causes damage. You may
also find this kind of insurance offered
through professional associations.
8 What is business interruption insurance?
What does it cover and do I need it?
Depending on the policy limits you select,
business interruption insurance covers what
your business would have earned during the
period of shutdown following an insured loss.
It may also cover your continuing expenses.
For example, if your garage business shuts
down because of an insured loss, you would
collect the income you would have expected
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from repairing cars during that period.
Expenses you no longer have to pay while
your business is closed would be subtracted.
Extra expense insurance may be available to
cover expenses to get your business operating
immediately following an insured loss.
For example, you may need to rent equipment
or lease temporary spacing in order to get
your business back on track.
9 What is a deductible and how does it
affect my premium?
The higher the deductible (the portion of a
loss that you are prepared to pay), the lower
the premium (the cost of your insurance).
Compare premiums with different deductibles,
then decide whether the lower premium is
worth the higher amount you would have to
pay out of pocket if you had a claim.
10 What can I do to keep my insurance
costs down?
Choose the highest deductible you can
afford. Manage your risks for potential
losses. If you are a professional, keep your
credentials and skills up-to-date to be
sure your advice and services are sound.
Your insurance representative has a vested
interest in minimizing the frequency and
severity of losses, so ask for an inspection of
your premises to help identify any exposures
to damage or theft.
Protect your computer hardware, software
and files by ensuring you have current virus
protection software on your email system and
a firewall to block hackers. Have a backup
plan in case of a power failure. Use only
suppliers that have similarly adequate backup
support. Keep duplicate records and files in a
location outside your business such as a bank
safety deposit box. If it’s appropriate to your
business, consider installing sprinklers,
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an alarm system and a control system
for handling cash.
Ask your insurance representative if there
are discounts available for these or other
provisions. Remember, there is no such thing
as a dumb question, so don’t hold back!

1. Talk to an insurance professional

6. Make sure your limits
are appropriate

2. S
 hop around to find the right
policy to fit your unique needs

7. R
 emember, your personal car insurance
will not cover business usage

3. Review your policy at least
once a year

8. L
 ook for ways to lower
your premiums

4. Understand your policy

9. Consider errors and
omissions coverage

5. L
 ook into purchasing
liability insurance

10. Contact IBC with
further questions

Understand your insurance. Make it
your policy.
Questions about insurance?
CALL US Alberta
Toll-free: 1-844-227-5422 (1-844-2ask-IBC)
Hours: 8 a.m. – 4 p.m. (M-F)
www.ibc.ca
Email: askibcwest@ibc.ca
@IBC_West
youtube.com/insurancebureau
Insurance Bureau of Canada is the national
trade association for Canada’s private home,
car and business insurers.
©2013 Insurance Bureau of Canada.
All rights reserved.
The information provided in this brochure
is intended for educational and informational
purposes only. Please consult the
appropriate qualified professional to
determine if this information is applicable
to your circumstances.
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COMMON SMALL BUSINESS
ACCOUNTING QUESTIONS
How do I account for use of my
personal vehicle?

How do I account for the office space
I use in my home?

If you are using a personal vehicle for
business purposes, a best practice
would be to keep a track of all travel and
distinguish between trips for business
and for personal use, noting the exact
kilometres driven in each trip. At the end
of the year, the expenses of the vehicle
(i.e.; fuel, repairs, maintenance, insurance,
amortization, and registration) are prorated
and accounted for by the business based
on the number of kilometers driven for
business trips.

Calculating reimbursement for the space
used in your home for business purposes
is done by taking the number of square
feet of your home office divided by the
total square footage of your home and
multiplying it by the associated costs.

If you own a corporation and are using
your personal motor vehicle, you may wish
to use a simpler method whereby you
keep a mileage log but can be reimbursed
based on the CRA prescribed mileage
rates. These rates are set annually.
The reimbursements for business use of
your personal vehicle are contingent on the
fact that you personally paid for those costs
and the reimbursement is not taxable.
It’s considered best practice not to use
business vehicles for personal purposes.
In the event that you are using the business
vehicle for personal use, you must consider
the stand-by and operating benefits
outlined by CRA to account for your use
of the vehicle.
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Common costs include mortgage interest
(not principal portions), rent, gas, electricity,
insurance, property taxes, security, minor
repairs and upkeep.
If your home office space is not designated
for business use 100 percent of the time,
you may have to reduce your calculation
by the amount of time that space is
used personally.
As with the mileage reimbursements,
this amount is not taxable.
What’s owner remuneration?
Owners of a proprietorship pay tax based
on the profits of the business and are not
paid a wage by the business.
Owners of a corporation can receive pay
in two ways. The first is to receive a wage
as an employee where deductions are held
off of each pay cheque. The second option
is to be paid out dividends of the profits of
the organization. There are pros and cons
to each method, which can be discussed
with your accountant or financial planner.
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LOCAL RESOURCES
Alberta Corporate Registries
Tel 780-743-0888
registryagents.com
Alberta Innovates
albertainnovates.ca

Fort McMurray Construction
Association
Tel. 780.791.9288
fmca.ca
Facebook: Fort McMurray Construction
Association

Alberta Treasury Branch (ATB)
Tel 780.588.2588
Atb.com

Fort McMurray Real Estate Board
Tel 780.791.1124
fmreb.com

Business Development Bank
of Canada
Tel 877.232.2269
Bdc.ca

Fort McMurray Tourism
Tel 780.791.4336
fortmcmurraytourism.com
Twitter: @McMurrayTourism
Facebook: Fort McMurray Tourism

Community Futures Wood Buffalo
Tel 780.791.0330
woodbuffalo.albertacf.com
Twitter: @CFWoodBuffalo
Facebook: Community Futures Wood
Buffalo
Connectica (Innovation Funding and
Resources)
Tel 403.210.5399
connectica.ca
Fort McMurray Chamber of
Commerce
Tel 780.743.3100
fortmcmurraychamber.ca
Twitter: @ymmchamber
Facebook: Fort McMurray Chamber of
Commerce
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ADDITIONAL RESOURCES

Industrial Research Assistance
Program (IRAP)
Tel 1.877.994.4727
nrc-cnrc.gc.ca/eng/irap/index.html
Keyano College
Tel 780.791.4800
Keyano.ca
Northeastern Alberta Aboriginal
Business Association (NAABA)
Tel 780.791.0478
naaba.ca
Twitter: @NAABA_RMWB
Facebook: NAABA93

Northern Alberta Development
Corporation
Tel 780.624.6274
nadc.gov.ab.ca
RMWB Business Licensing
Tel 780.788.1590
rmwb.ca/businesslicensing
309 Powder Drive
RMWB Develpment Permits
Tel 780.788.1590
rmwb.ca/epermitting
309 Powder Drive
Urban Development Institute (UDI)
Tel 780.429.1505
www.UDIAlberta.com
Twitter: @UDI_Alberta
Facebook: UDIAlberta
Wood Buffalo Economic
Development (WBED)
Tel 1.855.WBEcDev (923.2338)
choosewoodbuffalo.ca
Twitter: @WBEcDev
Facebook: Wood Buffalo Economic
Development
Wood Buffalo Regional Library
Tel 780.743.7800
wbrl.ca
Twitter: @wbrl_ab
Facebook: wbrlab

Alberta Agriculture and Rural
Development
agric.gov.ab.ca
Alberta Indian Investment
Corporation
Tel 1.888.308.6789
aiicbusiness.org
Alberta Labour
Tel 1.877.427.3731
work.alberta.ca/employmentstandards.html
Alberta Human Rights
Tel 780.427.7661
albertahumanrights.ab.ca/
employment/employer_info/faqs.asp
Alberta Women Entrepreneurs
Tel 1.800.713.3558
awebusiness.com
Apeetogosan (Métis)
Development Inc.
Tel 1.800.252.7963
apeetogosan.com/start
Better Business Bureau of Central
& Northern Alberta
Tel 780.482.2341
bbb.org/Edmonton
Business Link
businesslink.ca
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ADDITIONAL RESOURCES

Canada Business Network
canadabusiness.ca

Innovation Science and Economic
Development Canada
ic.gc.ca

Canadian Association of Family
Enterprise
Tel 1.866.849.0099
cafecanada.ca/chapters/Edmonton
Canadian Bankers Association
cba.ca
Canadian Council for Aboriginal
Business
Tel 416.961.8663
www.ccab.com
Canadian Council for Small Business
& Entrepreneurship (CCSBE)
Tel 250.391.2645
ccsbe.org
Can Export
Tel 1.866.203.2454
international.gc.ca/canexport
Corporate Information
(Market Research)
corporateinformation.com
Canada Revenue Agency (CRA)
Tel 800.959.5525
cra-arc.gc.ca/bsnsss/menu-eng.html
Entrepreneurs with
Disabilities Program
Tel 780.474.2500
decsa.com
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Export Development Canada (EDC)
Tel 1.800.229.0575
edc.ca
Fundica
Tel 1.855.386.3422
fundica.com
Futurpreneur Canada
Tel 1.800.464.2923
futurpreneur.ca
Go Forth Institute (Business Planning)
Tel 587.897.0556
goforthinstitute.com
Go Productivity
Tel 780.784.6000
goproductivity.ca
Government of Canada Industry
strategis.gc.ca
Government of Canada Buy and Sell
Tel 1.800.811.1148
buyandsell.gc.ca
Government of Canada
Concierge Services
Tel 1.855.534.8433
concierge.portal.gc.ca
Government Data Sourcing
(GD Sourcing)
gdsourcing.com

Insurance Bureau of Canada (IBC)
Tel 1-844-227-5422 (1-844-2ask-IBC)
ibc.ca
Library and Archives Canada
collectionscanada.gc.ca
National Research Council of Canada:
Business Innovation Access Program
Tel 1.877.994.4727
nrc-cnrc.gc.ca/eng/irap/biap
Next Canada (Previously Next 36)
Tel 647.259.8943
nextcanada.com
Scientific Research and Experimental
Development Tax Incentive Program
Tel 403.292.5751
cra-arc.gc.ca/txcrdt/sred-rsde
Service Alberta
Tel 780.427.7013
servicealberta.ca

Startup Canada
Tel 1.613.627.0787
startupcan.ca/our-work/
western-canada
Statistics Canada
statcan.gc.ca
The Executive Committee
(TEC) Canada
Tel 1.800.661.9209
tec-canada.com
The Executive Committee
(TEC) Edmonton
Tel 1.888.492.8977
tecedmonton.com
Western Economic
Diversification Canada
wd.gc.ca
Workers’ Compensation Board
Tel 866.922.9221
wcb.ab.ca

Settlement Investment Corporation
Tel 1.800.661.9902
settlementinvestcorp.com
Small Business Alberta
smallbusinessalberta.ca
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