
• A •
accountability, 292–293, 391
accountants, 332
accounting. See also

bookkeeping
business plan, 71
certified public accountants

(CPAs), 332
defined, 168
managing, 169–176
outsourcing, 168
technology for, 385–386

accounts payable, 13, 42, 
142, 173

accounts receivable, 13, 85,
173, 243–247, 392

accrual-basis accounting, 174
Active Capital Web site, 90
ad hoc committees, 355
ADA (Americans with

Disabilities Act), 322
adding value to business,

109–110, 121
administration, technology,

382–383
ADR (American Arbitration

Association) Web site,
185

advertising, 203. See also
promotion

advertising agency, 204
advisors

boards of advisors, 257–259
consultants, 153, 185–186,

274
negotiating terms, 149
reasons for sale of business,

135
tax advisors, 185, 332–335
valuing the business, 153

affordability, business choice
inventory, 51

agents
enrolled agent (EA), 332
health insurance, 308

independent, 211
insurance, 37–38
manufacturers reps,

211–213
agreements

buy-sell, 102, 304
nondisclosure (NDA), 140,

325–326
partnership, 99–100,

260–261
all-cash deal, 117
allocation, product or service

pricing, 192
ALS (Approved Lending

Sources), 87
The Alternative Board (TAB),

256
alternatives to starting a

business, 25–26
American Arbitration

Association (ADR) Web
site, 185

American Inventor Web
site, 44

American Inventor’s
Protection Act, 43, 46

American Stock Exchange
(AMEX), 96

American Women’s Economic
Development Corp.
(AWED), 256

Americans with Disabilities
Act (ADA), 322

angel investors, 88–90
answering service/machine,

371, 374
appearance test, 358–359, 361
application for employment,

269–270
appointment calendar, 

372, 376
appraisal, valuing the

business, 152
Approved Lending Sources

(ALS), 87
aptitude test, 17–21
arbitration, 185

assets
asset-based financing, 85
balance sheet, 74, 140–143,

236–243
for bootstrap financing, 78,

80–84, 117
defined, 13
net worth, 30–31
off-balance-sheet assets, 143
review, 141–142
self as greatest asset, 55–56

attorneys
entity decision, 97–100, 102,

104, 323
lease negotiations, 166
minority shareholders, 95
partnership agreements, 

99, 260
tax attorney, 332
working with, 183–185

at-will employment, 167
audit trail, software packages,

172–173
automobile

automotive industry,
216–217

for business, 341
insurance, 32

AWED (American Women’s
Economic Development
Corp.), 256

• B •
Bailey, Keith (author), 228
balance sheet, 74, 140–143,

236–243
banks, 80, 84–86, 88, 181–183,

386
BBB (Better Business

Bureau), 46
Bean, L.L. (entrepreneur), 41
benefits. See employees,

benefits for
Better Business Bureau

(BBB), 46
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billboards, advertising, 208
biographies, business plan,

65–66
BizBuySell Web site, 381, 383
Bizcomps Web site, 153
boards of advisors, 257–259
Bogle, John 
(entrepreneur), 41
bonus, 138, 279
book value of business, 

151, 236
bookkeeping. See also

accounting
benefits, 335
business plan, 71
defined, 168, 174
manual system, 170–172,

174
outsourcing, 168
technology for, 385–386

books, for employee training,
274

bootstrapping, 78, 80–84, 117
bottom line, 139
BPR (Business Process

Reengineering), 356
brainstorming, technology

for, 381–382
break-even point, 192
Brodsky, Norm (investor), 89
brokers, 154
Bryant, Hattie (critic), 2
budgeting, 178–179, 249
business brokers, 123–125,

154
business cards, 371
business cycles, 392–393
business entities

C Corporations, 103,
342–343

due diligence phase,
158–159

incorporation, 97–104
Limited Liability

Corporations (LLCs), 104
partnerships, 94–95, 99–100
publicly held, 91, 95–96
risks, 23
shared ownership, 91, 94–95
sole owner, 91, 93–94
sole proprietorship, 98–99
Subchapter S Corporations,

103–104

taxes, 103–104, 341–343
unincorporated, 98–100

business incubators, 92, 262
business interruption

insurance, 164
business plan

due diligence phase, 158
keeping current, 75–76
mission statement, 

57–60, 63
nondisclosure (NDA), 140,

325–326
purpose of, 61
writing, 62–75

Business Process
Reengineering (BPR), 356

business triangle, 214
BusinessWorks software, 173
buying an existing small

business. See also finding
the business to buy

advantages, 107–115
as alternative to starting a

business, 26
company culture, 137–138,

177, 222, 249
down payment, 115–117
evaluating and due

diligence, 132–147
moving into your business,

158–160
purchase offer, 154–158
technology for, 383–384
valuing the business,

150–154
buy-sell agreement, 102, 304

• C •
C Corporations, 103, 342–343
cafeteria plans, 312–313
calendar, 372, 376
capital. See financing
car. See automobile
Carlson, Curt (entrepreneur),

210
cash flow

accounts receivable, 13, 85,
173, 243–247, 392

business plan, 74–75
defined, 13, 74, 230
expenses, controlling, 176,

248–251

financial statements,
233–238

growth of business, 395–396
inventory management,

243–245
key ratios and percentages,

239–243
managing, 230–232
profitability, relationship to,

230–231
projecting, 74–75, 231–232
taxes, 330

Cash Flow software, 173
cash requirements, 

23, 77–84, 117
cash reserves, 34–35
cash-basis accounting, 174
cash-value life insurance, 

38, 310
categories of business, 46–47,

119–121
Central Oregon Regional

Housing Authority
(CORHA), 60

Certified Development
Company (CDC), 88

certified public accountants
(CPAs), 332

Chambers of Commerce, 256,
318

checkbook, 169–170
choosing a business, 46–55,

119–121
COBRA coverage, 37
collateral, 85
commission, 123–124, 

212, 278
community banks, 182
The Company Corporation, 97
company culture, 137–138,

177, 222, 249
company policy, as flexible,

218–219
company size, 26, 120
comparables, 143, 146, 

150, 152
compensation, 70–71, 157,

276–280, 283–284
competition, 24, 52, 64–70,

193–194, 215
compliance, regulatory,

318–319
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computers
accounting systems,

172–176
e-mail, 202–203, 371–372,

381, 386–387
home-based business,

372–374
networking, 381
software, 172–176, 373

confidence, 21
conflict resolution, 185, 394
consultants, 153, 185–186, 274
contract employees, 328,

338–339
contracts, 143, 317, 327–328
copyright, 327
CORHA (Central Oregon

Regional Housing
Authority), 60

corporate.com Web site, 97
corporations, 100, 103–104,

342–343
cost(s)

advertising, 203–204
commission, 123–124, 

212, 278
cost of goods, 13
defined, 192
home-based business,

368–369
outsourcing, 169
pricing, 190–194
start-up, 23, 77–79
trimming, 250

CPAs (certified public
accountants), 332

credit cards, 31–32, 83, 195
credit history, 134, 246
credit policies, business

plan, 70
credit reports, 134
culture of company, 137–138,

177, 222, 249
customer database, 372
customer demand, pricing,

193
customer loyalty, 215–228,

291
customer receivable 

ledgers, 173
customer service, 222–225
Customer Service For

Dummies (Leland 
and Bailey), 228

customers and customer
base

80-20 rule, 392
business plan, 67–68
business triangle, 214
buying an existing business,

111
credit terms, 246
defections, 219–222
dissatisfied customers,

219–228
due diligence phase, 159
finding paying customers,

245–246
flexible company policy,

218–219
long-term focus, 220
reasons for sale of business,

134–135
retention of, 216–222
running small business,

215–228
short-term focus, 220
value, 217–220
Web site services for, 382

• D •
DBA (doing-business-as)

forms, 319, 323
debts, 31–32
debt-to-equity ratio, 242
deciding on outsourcing, 169
deductions, tax, 38–39,

340–341
defections, customer, 219–222
defined-benefit retirement

plans, 298
dental insurance, employee

benefits, 39
dependent care plans, 310
depreciated assets, 141, 156,

340
description, business plan,

63–64
direct distribution, 195–198
direct mail, 196–197
The Direct Marketing

Association (DMA) Web
site, 202

direct-cost allocation, 192
disability insurance, 32,

37–38, 308–309, 322
disadvantaged businesses, 87

disclosure of ownership
transfer, 158

discount prices, 191–192
discounting, 220
dismissal of employee,

285–288
Disney, 58
dispute resolution services,

185
dissatisfied customers,

219–228
dissolution of company, 97,

99–100
distribution

business plan, 68
marketing, 188, 195–199

diversification stage, 347–348
DMA (The Direct Marketing

Association) Web site,
202

doing-business-as (DBA)
forms, 319, 323

double taxation, 102
double-entry accounting/

bookkeeping, 174
down line, 127
down payment, 115–117
downsizing, 362
due diligence

business brokers, 124
company culture, 137–138,

177, 222, 249
defined, 109, 157
evaluating a business to

buy, 132–147
home-based business, 370
income statement issues,

157
multilevel marketing (MLM)

firms, 129
purchase offer

contingencies, 154–155
tax issues, 158

Dun & Bradstreet Web 
site, 134

• E •
E&O (errors and omissions)

insurance, 334
EA (enrolled agent), 332
EAP Digest Web site, 310
EAPs (Employee Assistance

Programs), 310
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EBITDA (Earnings Before
Interest, Taxes,
Depreciation, and
Amortization), 140

EBRI (Employee Benefit
Research Institute), 295

e-commerce, 47, 197
Economic Development

Departments, state, 55,
88, 263

education, employee 
training, 274

80-20 rule, 178, 250, 392
EIN (Employer Identification

Number), 322, 338
e-mail, 202–203, 371–372, 381,

386–387
Employee Assistance

Professionals Association
Web site, 310

Employee Assistance
Programs (EAPs), 310

Employee Benefit Research
Institute (EBRI), 295

employee stock ownership
plans (ESOPs), 95, 304,
355

employee-leasing companies,
294

employees, benefits for
assessing, 35–40
cafeteria plans, 312–313
as compensation, 279
dependent care plan, 310
EAPs (Employee Assistance

Programs), 310
equity sharing, 301–304
flexible benefit plan,

312–313
flexible hours, 311
insurance, 36–39, 165,

295–296, 304–310
replacing your own, 35–40
retirement plans, 36,

295–301
stock ownership plans, 95,

303–304
vacation, 311

employees, recruiting and
retaining

80-20 rule, 391–392
accountability, 292–293, 391
background investigation,

132–135

in business plan, 70
compensation, 70–71, 157,

276–280, 283–284
conflict resolution, 394
due diligence phase, 159
employee manual, 289–290
family members as, 339–340
firing, 285–288
goal setting, 280–281
hiring, 268–274
independent contractors,

328, 338–339
interviews, 272–274, 287
inventory management,

244–245
leasing employees, 270–271
motivation, 275–285
organization charts, 288–289
perceptions of, 395
performance, 269, 281–284
reasons for sale of business,

135
recordkeeping, 166–167
superstar characteristics,

268
taxes (employment),

337–340
termination, 285–288
time management, 351–352
training, 274–275
what employees really want,

275, 277
Employer Identification

Number (EIN), 322, 338
Employer Services Assurance

Corporation Web sites,
271

employers, successful,
290–293

employment laws, 316–317
employment taxes, 328,

337–340
employment-at-will

statement, 290, 294
The E-Myth (Gerber), 2
e-newsletters, technology for,

387–388
enrolled agent (EA), 332
entities. See business entities
entrepreneur. See small

business owner
environmental regulations,

state, 322
Equifax Web site, 134

equipment, 141, 340, 372–374
equity sharing, 301–304
errors and omissions (E&O)

insurance, 334
ESOPs (employee stock

ownership plans), 95,
304, 355

ethics, employer, 291
evaluating a business to buy

(due diligence), 132–147
exit interviews with

employees, 287
exit strategy, 97, 99–100
expenses

budgeting, 178–179
company culture, 177
controlling, 176–179,

248–251
defined, 13, 138
80-20 rule, 178, 250, 392
fixed expenses, 177–178
forecasting, 178–179
income statement, 138–140
increasing profits, 176
successful employers, 291
tax-based spending, 340–341
variable, 177–178
zero-based budgeting,

178–179
Experian Web site, 134
experience modification

factor, 165
experience ratio, 251

• F •
Family and Medical Leave

Act, 323
family members

dependent care plans, 310
hiring, 339–340
home-based business, 369,

377
as investors, 78, 80–84, 117
for support and advice,

28–29
fax, 371–372, 374
federal agency Web site, 381
federal considerations

franchises, 144, 146–147
licenses, 322
regulations, 322–323
resources, 54–55
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retirement plans, 316
taxes, 322
working with, 186

Federal Licensees, 87
Federal Trade Commission

(FTC), 44–46, 144–146
feedback, 283, 382
fictitious names, 319, 323
filing, technology, 383
finances

business plan, 61–62, 73–75
buyer beware, 133
cash flow. See cash flow
due diligence phase, 158
management of. See

accounting; bookkeeping
personal. See personal

finances
personal position and goals,

30–35
profitability. See

profitability
purchase offer

contingencies, 155
as reason to own 

business, 22
seller-financing, 117
signing checks, 167
technology for, 385–386

Financial Research
Associates (FRA), 153

financial statements
audited, 140
balance sheet, 74, 140–143,

236–243
cash flow, 233–238
debt-to-equity ratio, 242
evaluating a business to

buy, 138–143
goodwill, 143
gross margin, 241–242, 251
importance of, 238–239
income statement, 73–74,

138–140, 157, 233–236
inventory turn, 242–243
nondisclosure agreement

(NDA), 140
number of days in

receivables, 243
off-balance-sheet, 143
P&L statement, 73–74,

138–140, 157, 233–236
quick ratio, 242

return on equity (R.O.E.),
240–241

return on sales (R.O.S.),
240–241

unaudited, 140
Financial Studies of the Small

Business directory 
(FRA), 153

financing. See also lenders
and investors

bootstrapping, 78, 
80–84, 117

costs, financial statement
due diligence, 157

decision making, 77–91
estimated capital required

worksheet, 79
outsourcing, 84–92
start-up cash needs, 

23, 77–79
venture capital, 80, 90
working capital, 78

finding the business to buy.
See also franchises

business brokers, 123–125
defining requirements for

business, 119–121
franchises, 125–127
knocking on doors, 122
lead generation, 121–125
multilevel marketing (MLM)

firms, 127–129
networking, 122
niche, 41–56
publications, 121–122
research, 121–125
work-from-home, 129–130

firing employees, 285–288
fiscal year, 174
504 loan program, 88
fixed assets, 141
fixed expenses, 177–178
flexibility, 23, 291, 390
flexible benefit plans, 312–313
flexible hours for employees,

311
Forbes, 1–2
forecasting, 178–179, 249
Fortune 500, 219
401(k) plans, 36, 298–299
403(b) plans, 299
FRA (Financial Research

Associates), 153

Franchise Advantage 
Web site, 384

franchises
advantages, 125–126
comparables, 146
contracts, 147
defined, 125
disadvantages, 126–127
evaluating and due

diligence, 144–147
finding business to buy,

125–127
Internet resources, 383–384
motivations of seller, 145
technology for, 383–384
Uniform Franchise Offering

Circular (UFOC), 144–146
Friendster Web site, 385
FTC (Federal Trade

Commission), 44–46,
144–146

• G •
gain-sharing compensation,

278
gamebreaker, 267
General Electric, 15
general ledger, bookkeeping,

171
general partnership, 99
General Sports Corporation,

183
Gentes, Jim (entrepreneur), 41
geography, 11, 68, 144
Gerber, Michael (author), 2
goal setting

for employees, 280–281
home-based business,

376–377
Golden Rule of

Bootstrapping, 82–83
goodwill, 143, 152
government resources, 54–55
gross margin, 241–242, 251
growth of business. See also

maintaining the business
appearance test, 

358–359, 361
business cycles, 392–393
cash flow, 395–396
choosing growth business,

52–54
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growth of business (continued)
of company, 219
conflict resolution, 394
dealing with change,

345–346
decision making, thoughtful,

80-20 rule, 392, 393–394
employee accountability,

391
flexible policies, 390
focus on strengths, 389–390
growth stages, 346–348
healthy growth, 349
home-based business,

367–368
human resources (HR), 168,

348–350
management systems,

353–356
managing, 389–396
perceptions, 394–395
role of business owner,

359–363
Rule of Many Reasons, 396
time management, 351–352
troubleshooting, 356–359

growth years, 347

• H •
handheld devices (PDAs),

380–381
hardware, 373
health and safety regulations,

320
health insurance agents, 308
Health Insurance Portability

and Accountability Act
(HIPPA), 37

health maintenance
organizations 
(HMOs), 306

health savings accounts
(HSAs), 37, 307

healthy business growth, 349
health insurance, 32, 36–37,

295–296, 304–308
Hepburn, Katharine, 390
hiring

employees, 268–274
family members, 339–340
a replacement, 363

HMOs (health maintenance
organizations), 306

hobbies, 49–50, 369
home equity for bootstrap

financing, 84
homeowner’s insurance, 32
home-based business

advantages, 367–368
advertising, 374–375
cash requirement

worksheet, 79
costs, 368–369
decision to work in, 368–369
family members in, 377–378
finding business to buy,

129–130
growth, 367
legal issues and due

diligence, 370
managing, 7t1
marketing, 374–375
motivation, 376–377
networking, 375, 378
office space, 368–370
professionalism, 370–372
regulations, 368, 370
taxes, 368
technology needs, 372–374
time management, 369,

375–376
tips for, 367–378

hook, promotional, 210
hourly compensation, 277
HR (human resources),

348–350
HSAs (health savings

accounts), 37, 307
human resources (HR), 168,

348–350
husband-and-wife

partnerships, 101
hybrids compensation, 278

• I •
ideas

brainstorming, technology
for, 381–382

business choices, 41–46
products and services,

189–190
Inc. 500 growth companies,

52–53, 80, 120, 367
income statement, 73–74,

138–140, 157, 233–236
income tax brackets, 335–336

Incorporating Your Business For
Dummies (The Company
Corporation), 97

incorporation. See business
entities

incubators, business, 92, 262
independent agents, 211
independent contractors,

328, 338–339
indirect distribution, 195,

198–199
indirect-cost allocation, 192
individual stores, revenue 

by, 139
industry

business plan, 66
groupings, 46–47
growth companies, 52–54
key ratios and percentages,

239–240
reasons for sale of business,

135–136
informed employee, 356
in-house advertising, 203
in-house sales, 211–213
in-house sales force, 211
inspection, buying an existing

business, 113, 154–155
Institute of Business

Appraisers Web site, 152
insurance

auto, 32
business interruption, 164
deductibles, 33
dental, 39
disability, 32, 37–38,

308–309, 322
as employee benefit, 36–39,

165, 295–296, 304–310
errors and omissions 

(E&O), 334
heath insurance, 32, 36–37,

295–296, 304–308
homeowner’s, 32
liability, 164
life, 38, 83, 309–310
personal finances, 32–33,

36–39
property damage, 164
for starting a business,

164–165
tax advisors, 334
theft, 164
unemployment, 328
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vision, 39
workers’ compensation,

165, 322
insurance agents, 37–38
intellectual property

copyright, 327
nondisclosure agreements

(NDAs), 140, 325–326
patents, 326
protections, 324–327
regulations governing, 316
trademarks, 326–327

interests, business choice
inventory, 49–50

intermediaries (business
brokers), 123–125

Internal Revenue Service
(IRS), 156, 331–331,
338–339. See also taxes

Internet. See also specific 
Web sites

advertising, 207–208
buying a business or

franchise, 383–384
e-commerce, 47
e-mail marketing, 386–387
for employee training, 274
e-newsletters, 387–388
home-based business, 

372, 378
Internet sales (e-

commerce), 197
networking, 384–385
permission-based e-mail,

202–203
researching ideas, 381–382
supplemental Web site

services, 382
support and advice

information, 264
interrupting customers, 226
interviews, employees,

272–274, 287
intuition, as business owner

trait, 21
invention as new business

idea, 43–46
inventory

accounting software
packages, 173

business brokers, 124
management of, 243–245
review, 141–142

scanning technology, 384
of skills, 49–50
turning, 242–243

investigation. See due
diligence

Investing For Dummies
(Tyson), 74

investors. See lenders and
investors

invoicing, 372
IRS (Internal Revenue

Service), 156, 331–331,
338–339

isolation, 253. See also
support and advice

• J •
JAMS (mediation services)

Web site, 185
job application, 269–270
job descriptions

(performance
expectations), 269,
281–282

job history, business choice
inventory, 49–50

journal system, bookkeeping,
171

• K •
Keogh plan, 36, 296–298
key employee, 323
key ratios and percentages,

cash flow, 239–243
kids, hiring your, 339–340
knocking on doors, finding

business to buy, 122

• L •
Land’s End, 199
Lasser, J.K. (author), 331
lawsuits, 216, 328
lawyers. See attorneys
lead generation, 121–125, 257
lead times, 205
leadership skills, business

owner, 21
learning from others. See

support and advice

lease
contract terms, 143
leased employees, 270–271
negotiations, starting a

business, 166
legal considerations

contracts, 327–328
employment laws, 

316–317, 328
entities. See business

entities
home-based business, 370
intellectual property

protections, 324–327
legal description in business

plan, 64
maintaining in business,

315–317, 327–328
naming a business, 315–316

Leland, Karen (author), 228
lenders and investors

angels, 88–90
banks, 80, 84–86, 181–183
bootstrapping, 78, 

80–84, 117
in company, as alternative

to start-up, 26
family and friends, 78, 80–84
minority funding, 90–91
personal guarantees, 182
relationship investors, 82
relationship loans, 82
Small Business Admin-

istration (SBA), 86–88
venture capital, 80, 90

letter of credit, 86
letter writing, 371–372, 382
leverage, 167
liabilities

balance sheet, 74, 140–143,
236–243

for bootstrap financing,
81–82

business entities, 102–104,
342–343

defined, 13
net worth, 30–31
partnerships, 99
purchase offer

contingencies, 155
sole proprietorship, 98

liability insurance, 32, 164
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licenses and permits, 124,
167, 316, 321–322

liens, due diligence, 157
life insurance, 38, 83, 309–310
lifestyle of business, 120
limited liability corporations

(LLCs), 104
limited partnerships (LPs),

99, 220
line-of-credit financing, 80, 85
LinkedIn Web site, 385
L.L. Bean, 199
LLCs (limited liability

corporations), 104
loans, 245. See also lenders

and investors
local considerations

advertising time buys, 206
fictitious names, 319, 323
regulations, 319–321

location of business, 121
long-range planning, 5, 33–34
loss leader, 191
lowball, 192
LPs (limited partnerships),

99, 220

• M •
magazine advertising, 206–207
mail

direct mail, 196–197
e-mail, 202–203, 371–372,

381, 386–387
mail-order catalogs, 197
mailing technology, 383
voicemail, 371

maintaining the business. See
also growth of business

employee benefits, 295–313
employees, recruiting and

retaining, 267–293
intellectual property

protection, 324–327
legal issues, 315–317,

327–328
regulations, 317–324
taxes, 329–343

MANA (Manufacturers’
Agents National
Association) 
Web site, 213

management
business plan, 65–66

of cash flow, 230–232
conflict resolution, 394
decision making, thoughtful,

393–394
defect list, owner, 362–363
perceptions, 394–395
systems and tools for

growing a business,
353–356

management by objective
(MBO), 354

manual bookkeeping, 170–172
manual for employees,

289–290
Manufacturers’ Agents

National Association
(MANA) Web site, 213

manufacturing
as business category, 47,

119–121
manufacturers

representatives, 211–213
outsourcing, 168

marginal tax rate, 336
margins

defined, 248
gross, 241–242, 251
increasing, 251–252
pricing, 189, 252

market penetration, 194
market share, 194
marketing

business plan, 66–70
defined, 188
distribution, 195–199
e-mail, 202–203, 386–387
home-based business,

374–375
invention promotion firms,

44–46
pricing, 190–194
product and service

development, 188–190
promotion, 200–208
publicity, 208–210
sales, 210–214
skills, business owner, 21

Marriott, 58
Mary Kay, 58, 129
math skills, business 

owner, 20
MBDA (Minority Business

Development Agency)
Web site, 91

MBO (management by
objective), 354

measurability
compensation plans, 278
profitability, 239–243
SMART goal setting, 280–281

media promotion, 203–208
mediation, 185
Medicare taxes, 39
memos, technology, 382
mentors, 254–256
microloan programs, 88
Microsoft Office, 172, 373
middleman, 195
Minority Business

Development Agency
(MBDA), 91

minority shareholders, 91,
94–95, 302

mission statement, 57–60, 63,
158

MLM (multilevel marketing),
127–129

model companies, business
plan, 67

modem, 373
modular accounting system,

174–175
motivated seller, 136
motivation

of employees, 275–284
of entrepreneurs, 276
home-based business,

376–377
moving into your business,

158–160
multilevel marketing (MLM)

firms, 127–129
multiple of earnings, business

value, 150–152
MySpace Web site, 385

• N •
NAIC (National Association of

Insurance Commis-
sioners) Web site, 165

naming a business, 315–316
narrowing business choices,

50–52
National Association for the

Self-Employed (NASE)
Web site, 261
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National Association of
Insurance Commis-
sioners (NAIC) 
Web site, 165

National Association of
Securities Dealers
Automated Quotation
system (NASDAQ), 96

National Association of
Women Business Owners
(NAWBO) Web site, 261

National Bankers Association
(NBA) Web site, 90

National Business
Association (NBA) 
Web site, 261

National Business Incubation
Association (NBIA) Web
site, 92, 262, 292

National Federation of
Independent Business
(NFIB) Web site, 262

National Small Business
Association (NSBA) 
Web site, 261

National Trade and Profes-
sional Associations 
of the United States
directory, 261, 263

NAWBO (National Association
of Women Business
Owners) Web site, 261

NBA (National Bankers
Association) Web site, 90

NBA (National Business
Association) Web 
site, 261

NBIA (National Business
Incubation Association)
Web site, 92, 262, 292

NDAs (nondisclosure
agreements), 140,
325–326

net worth, 13, 30–31, 236,
240–241

network buys, 206
networking

computer networking, 381
finding business to buy, 122
home-based business, 

375, 378
MLM firms, 127–129
with peers, 256–257
promotional, 200–201

technology for, 384–385
new products and services,

pricing, 194
New York Stock Exchange

(NYSE), 96
news releases, 209–210
newsletters, 387–388
newspaper advertising, 205
NFIB (National Federation of

Independent Business)
Web site, 262

niche for business, 46–56,
119–121

Nolo Press Web site, 44
noncompete clause, 155
nondisclosure agreements

(NDAs), 140, 325–326
NSBA (National Small

Business Association)
Web site, 261

number of days in
receivables, 243

number skills, business
owner, 20

NYSE (New York Stock
Exchange), 96

• O •
off-balance-sheet assets, 143
office space in home, 368–370
office supplies, technology,

383
OfficeMax Web site, 383
OK (Opportunity Knocks), 

65, 257
one-time start-up costs, 77
online advertising, 207–208
open-book management, 356
operating income, 139
operations

boards of advisors, 258–259
business plan, 70–71

opportunities
accidental, 48–49
finding a business to buy,

119–121
from small business, 14
work-from-home, 129–130

Opportunity Knocks (OK), 
65, 257

optimism, as business owner
trait, 21

options of stock, 303

organization charts, 
288–289, 291

organizing personal finances,
27–29

outside resources, business
plan, 71

outsourcing
to concentrate on core

strengths, 167–169
defined, 78, 167
human resources (HR), 168,

348–350
sales, 168, 211–213
start-ups, 84–92

ownership options, 91–96.
See also small business
owner

• P •
P&L (profit and loss)

statement, 73–74,
134–140, 157, 233–236

participatory management,
354–355

partnerships
agreement for, 99–100,

260–261
business entity, 94–95,

99–100
husband-and-wife

partnerships, 101
incorporation decision,

94–95, 99–100
privately held shared

ownership, 91, 94–95
sole ownership, compared

to, 93–94
support and advice, 259–261
testing, 263

part-time income, 35
part-time small business, 23
part-time work, 35
passion, as business owner

trait, 21
patents, 326
payables, 13, 42, 142, 173
pay-for-performance

compensation, 278
payment, 382
payroll accounting 

systems, 173
PConnection Web site, 383
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PDAs (handheld devices),
380–381

PE (price-to-earnings) ratio,
150–152

peer networking, 256–257
pension plans, 36
PEOs (professional employer

organizations), 270–271
performance

employee review, 283–284
expectations, 269, 281–282

permission-based e-mail,
202–203

permits and licenses, 124,
167, 316, 321–322

Personal Finance For Dummies
(Tyson), 40, 301

personal finances
cash reserves, 34–35
credit history, 134
debts, 31–32
employee benefits, 35–40
family members, 28–29
insurance, 32–33, 36–39
long-term planning, 33–34
net worth, 30–31
organizing and planning,

27–29
part-time income, 35
position and goals

assessment, 30–35
post-business launch, 40
as preparation for business,

27–40
preparing to quit day job, 28
retirement savings

programs, 36
Social Security taxes, 39
spending, 34
vacation time, 39–40

personal guarantee 
for loan, 182

personal inventory, 362–363
personality, business choice

inventory, 51
Peter Principle, 361–362
points of view, business

brokers, 123
policy, employee manual,

289–290
POS (point-of-sale) 

program, 244
post-business launch,

personal finances, 40

PPOs (preferred provider
organizations), 306

preconceived notions about
customers, 226

premium pricing, 194
President’s Resource

Organization (PRO), 256
press releases, 209–210
price-to-earnings (PE) ratio,

150–152
pricing

business plan, 69
competition, 69–70, 193–194
customer demand, 193
decisions, 194
margins, 189, 252
in marketing, 190–194
products and services,

192–194
strategies for, 191–193
updating, 194
value to customer, 193

printer, 373
private labeling, 199
privately held ownership

options, 91, 93–95
PRO (President’s Resource

Organization), 256
process analysis, 356
product or service

business category, 47,
119–121

business plan, 68
development of, 188–190
pricing, 192–194
revenue by product line, 139

professional associations, 37
professional employer

organizations 
(PEOs), 270–271

professionalism, home-based
business, 370–372

profit and loss (P&L)
statement, 73–74,
138–140, 157, 233–236

profit, defined, 13
profitability

accounts receivable, 13, 85,
173, 243–247, 392

buying an existing business,
109–110, 113

cash flow, compared to,
230–231

collections, 245–246

defined, 230
expenses, controlling, 176,

248–251
financial statements,

233–238
good customers, 217
improving, 247–252
inventory management,

243–245
key ratios and percentages,

239–243
margins increases, 251–252
sales increases, 252
short-term or long-term

focus, 220
projections, cash flow, 74–75,

231–232
promotion

billboards, 208
business plan, 68
cost-effective development,

203–204
defined, 200
for employees, 269
home-based business,

374–375
magazines, 206–207
media advertising, 203–208
networking, 200–201
newspapers, 205
online advertising, 207–208
permission-based e-mail,

202–203
radio, 205
referrals, 201–202
repetition, 203
television, 206
transportation-oriented

media, 208
Yellow Pages, 87, 120, 152,

204–205
zoned, 205

property, 141, 164. See also
intellectual property

providers, heath insurance,
306

public relations, defined, 68
publications

finding business to buy,
121–122

tax guides, 331
valuing the business, 154
Web-based information, 264

publicity, 69, 208–210
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publicly held ownership
options, 91, 95–96

purchase offers, 120, 154–158
pyramid scheme, 127–128

• Q •
quality, and successful

employers, 291
quality circles, 355
quick ratio, 242

• R •
radio, advertising, 205
real estate regulations,

319–320
receivables, 13, 42, 85, 173,

243–247, 392
records on employees,

166–167
reengineering, 356
references, 269–270
referrals, 201–202
regulations

compliance, 318–319
employees, 271, 286,

289–290
environment, 322
federal, 322–323
fictitious names, 319, 323
franchises, 144, 146–147
health and safety

regulations, 320
home-based business, 

368, 370
human resources (HR),

348–350
Internet information, 381
licenses, 321
local, 319–321
as reason not to own

business, 24
retirement plans, 316
state, 321–322
taxes, 319, 321–322

Reichheld, Frederick
(consultant), 219

relationship customers, 112
relationship loans, 82
relationship selling, 198
repackaging, 199

repetition and advertising,
203

replacement, hiring, 363
replacing your own employee

benefits, 35–40
reputation, investigating, 134
research

finding a business to buy,
121–125

on Internet, 381–382
restructuring stage, 347–348
resumes, 269–270
retail, 195, 198
retirement plans

beneficiaries, 302
contributions to, 297–301
defined-benefit plans, 298
as employee benefit, 36,

295–301
401(k) plan, 36, 298–299
403(b) plans, 299
getting most value from,

296–300
importance to employees,

300–301
Keogh plan, 36, 296–298
pension, 36
personal finances, 36
regulatory issues, 316
SEP-IRA, 36, 296–297
SIMPLE IRA plans, 296,

299–300
tax considerations, 297–301

return on equity (R.O.E.),
240–241

return on sales (R.O.S.),
240–241

revenues, 138–139
reward systems for

employees, 269
risk

banker’s avoidance of,
181–182

business choice inven-
tory, 51

business plan, 71–72
minimizing start-up, 23
owner’s tolerance of, 23
partnerships, 260
recognizing, 72
reduction, buying an

existing small 
business, 109

R.O.E. (return on equity),
240–241

R.O.S. (return on sales),
240–241

Rule of Many Reasons, 396
Ryze Web site, 385

• S •
safety and health regulations,

320
salaried compensation, 277
salary, financial statement,

138, 157
sales

business plan, 70
defined, 13, 188
increases in, profitability,

252
increasing for profitability,

252–253
in-house, 211–213
manufacturers

representatives, 211–213
in marketing, 210–214
outsourcing, 168, 211–213
return on sales (R.O.S.),

240–241
selling, as business owner

skill, 21, 111
transactions, and inventory

management, 244
sales tax, 319
sales-driven company

principles, 213–214
savings, for bootstrap

financing, 78, 80–84, 117
SBA. See Small Business

Administration (SBA)
SBDCs (Small Business

Development Centers),
55, 87, 263, 318, 320

SBICs (Small Business
Investment Com-
panies), 87

Schell, Jim (author)
appearance test, 361
bank committees, 183
as bootstrapper, 81
business focus, 65
down payments, 116
inventing new ideas, 43
mission statement, 60
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Schell, Jim (continued)
product and service

development, 189
sales, 210
troubleshooting, 357
vendor relations, 180

Schenck, Barbara (author),
214

schooling for employee
training, 274

SCORE (Service Corps of
Retired Executives),
54–55, 264

SEC (Securities and Exchange
Commission), 96, 220

Section 125 plans, 312–313
Section 179 deduction, 340
Securities and Exchange

Commission (SEC), 96, 220
SelectQuote Web site, 38
seller-financing, 117
selling. See sales
selling the business, 363
seminars for employee

training, 274
SEP-IRA, 36, 296–297
service, as business category,

47, 119–121. See also
product or service

Service Corps of Retired
Executives (SCORE),
54–55, 264

shared ownership, 91, 94–95
shareholders, ESOPs, 95, 304
Silverman, David I. 

(author), 331
SIMPLE-IRA plans, 296,

299–300
Simplified Employee Pension

Individual Retirement
Account (SEP-IRA), 
36, 296–297

single-entry record-
keeping, 174

size of business, 26, 120
skills

business choice inventory,
49–50

inventory, 49–50
partnerships, 259
of small business owner,

20–21
SKUs (Stock Keeping Units),

384

small business. See also
specific topics

alternatives to starting a
business, 25–26

basics, 12–16
business triangle, 214
categories of, 46–47,

119–120
defined, 12, 15–16
opportunities from, 14
pros and cons of business

ownership, 22–25
as role model for big

business, 15
SBA definition, 14
types of, 15–16
U.S. statistics, 14

Small Business Admin-
istration (SBA)

Approved Lending Sources
(ALS), 87

Internet research, 381
loans from, 86–88
LowDoc program, 87
as resource, 54
SBA Answer Desk, 55
small business definition, 14
statistics, 14
Web site, 55

Small Business Development
Centers (SBDCs), 55, 87,
263, 318, 320

Small Business Investment
Companies (SBICs), 87

Small Business Marketing For
Dummies (Schenck), 214

small business owner
appropriateness of

entrepreneurship, 11–26
aptitude test, 17–21
background investigation of,

132–135
business entity decisions,

97–104
core strength

concentration, 167–169
day-to-day chores, 42–43
defined, 16
niche identification, 41–56
personal financial

preparation, 27–40
pros and cons of business

ownership, 22–25
role of, 359–363

skills, 20–21
traits and skills of, 20–21

Small Business Sourcebook,
121, 207, 240, 264, 318

SmallBusinessSchool (TV
program), 2

small-ticket sales, 212
SMART goal setting, 280–281
Social Security taxes, 

39, 298, 328
soft assets, 143
software, 172–176, 373
sole ownership, 91, 93–94
sole proprietorship, 98–99
Southwest Airlines, 273
spamming, 202
special perks, as reason to

own business, 23
specialist, business choice

inventory, 52
specialization, business

brokers, 125
specialty publications,

121–122
spending, reducing, 34
spot buys, 206
stages of business growth,

346–348
standard (general)

partnership, 99
Staples Web site, 383
starting a business. See also

buying an existing small
business

alternatives to, 25–26
check signing, 167
costs of, 23, 77–79
details for small business

owners, 163–167
employee records, 166–167
insurance, 164–165
lease negotiations, 166
liability insurance, 164
licenses and permits, 167
minimizing risk, 23
risks, 23
start-up years, 346–347
taxes, 165–166
timing, 53
workers’ compensation

insurance, 165
state considerations

environment, 322
franchises, 144, 146–147
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insurance, 322
licenses, 321
regulations, 321–322
resources, 55, 88, 263
small business laws, 318
taxes, 321
workers’ compensation

insurance, 322
working with, 186

staying in business. See
maintaining the business

stock
employee ownership, 

95, 303–304
retail brokerage

profitability, 220
stock exchanges, 96
stock options, 303

Stock Keeping Units 
(SKUs), 384

stores, revenue by indi-
vidual, 139

Subchapter S Corporation,
103–104

success-sharing
compensation, 278

summary, business plan,
63–64

supplemental Web site
services, 382

suppliers, 245
supplies, 126–127, 383
support and advice

boards of advisors, 257–259
business incubators, 262
family relationships, 28–29
from family relationships,

28–29
mentors, 254–256
networking with peers,

256–257
partnerships, 259–261, 263
publications and Web-based

information, 264
SCORE (Service Corps of

Retired Executives),
54–55, 264

Small Business Develop-
ment Centers 
(SBDCs), 263

trade associations, 
261–262

sweat equity, 23

• T •
T. Rowe Price Web site, 

33, 299
TAB (The Alternative 

Board), 256
tasks most frequently

outsourced, 168–169
tax advisors, 185, 332–335
tax attorneys, 332
tax preparers, 332
TaxCut tax preparation

software Web site, 332
taxes

bookkeeping tips, 335
business entities, 103–104,

341–343
cash flow, 330
complexities of, 329–330
as cost of employees, 328
deductions, 38–39, 340–341
double taxation, 102
due diligence, 158–159
employment taxes, 328,

337–340
federal, 322
filing, as legal issue, 316
financial records, 335
financial statement 

review, 157
heath insurance, 305
hiring help with, 332–334
home-based business, 368
income tax brackets,

335–336
independent contractors,

328, 338–339
Internal Revenue Service

(IRS), 156, 331–331,
338–339

local, 319
Medicare taxes, 39
paying, 158, 165–166
publications, 331
purchase price allocation,

156
as reason not to own

business, 24
regulations, 319, 321–322
retirement plans, 297–301
Social Security taxes, 39,

298, 328
starting a business, 165–166

state taxes, 321
tax-based spending, 340–341
write-offs, 340

Taxes For Dummies
(Silverman and 
Tyson), 331

technology
accounting systems,

172–176
administration, 382–383
advantages, 379
brainstorming ideas,

381–382
business broker knowledge,

123
buying business or

franchise, 383–384
cautions, 380
e-mail, 202–203, 371–372,

381, 386–387
financial management,

385–386
home-based business,

372–374
inventory scanning, 384
for marketing, 386–387
networking, 381, 384–385
researching ideas, 381–382
supplemental Web site

services, 382
time management, 380–381

telephone, 371, 380–381
television, advertising, 206
term life insurance, 38,

309–310
Term4Sale Web site, 38
termination of employee,

285–288
tests

appearance test, 
358–359, 361

aptitude test, 17–21
partnerships, 263

thank-you notes/calls to
customers, 225

theft insurance, 164
3M, 26, 58
time management

growth, 351–352
home-based business, 369,

375–376
technology for, 380–381

time off, personal finances,
39–40
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timing start-up, 53
to-do list, home-based

business, 372, 376
toll-free number, home-based

business, 371
Total Quality Management

(TQM), 355–356
tracking customer defections,

221–222
trade associations, 261–262,

279, 317–318, 321
trade publications, valuing

the business, 154
trade shows, direct

distribution, 198
trademarks, 326–327
training employees, 274–275
traits of small business

owner, 21
transition period, growth

stage, 347–348
transportation-oriented

media, advertising, 208
Transunion Web site, 134
travel expenses, 341
trends, financial statement

due diligence, 157
Tribe.net Web site, 385
triple-tax-free accounts, 37
troubleshooting a growing

business, 356–359
TSNN.com Web site, 198
tuition-reimbursement

program, 275
TurboTax Web site, 332
Tyson, Eric (author)

on benefit loss, 36
as bootstrapper, 81
cash flow, 395
Investing For Dummies, 74
on long-term savings, 33
on part-time work, 35
Personal Finance For

Dummies, 40, 301
product and service

development, 189
Taxes For Dummies, 331
trade associations, 262

• U •
UFOC (Uniform Franchise

Offering Circular), 144–146

UIA (United Inventors
Association) Web site, 44

undesirable businesses,
business brokers, 124

unemployment insurance,
328

Uniform Franchise Offering
Circular (UFOC), 144–146

unincorporation, 98–100
United Inventors Association

(UIA) Web site, 44
United States Business

Advisor Web site, 381
United States Commerce

Department, 91
United States Copyright

Office Web site, 327
United States Patent and

Trademark Office
(USPTO), 44, 46

updating pricing, 194

• V •
vacation time, 39–40, 311
value

of customers, 217–220
pricing, relationship to,

190–194
of retirement plans, 296–300

valuing the business
advisors, 153
book value, 151
business broker, 154
buying an existing small

business, 109
comparable sales, 143, 146,

150, 152
consulting research 

firms, 153
multiple of earnings,

150–152
price-to earnings ratio,

150–152
professional appraisal, 152
trade publications, 154

Vanguard Group, 33, 41, 299
variable expenses, 177–178
vehicles. See automobile
vendors, 71, 179–180, 274
venture capital, 80, 90
vesting, 36, 298

vision insurance, 39
Vistage, 256
voicemail, 371

• W •
wages (compensation),

70–71, 157, 276–280,
283–284

Waitt, Ted (bootstrapper), 81
The Wall Street Journal, 122
Walton, Sam (entrepre-

neur), 56
Web site for home-based

business, 372
Welch, Jack (CEO), 15
wholesalers, 198–199
wholesaling, as business

category, 47, 119–121
word processing, home-based

business, 371–372
word-of-mouth, 201, 215,

374–375
workers’ compensation

insurance, 165, 322
working capital, 78
working from home. See

home-based business
worksheets, technology, 383
write-offs, tax, 340
writing

business plan, 62–75
letters and memos, 

371–372, 382
mission statement, 57–60, 63

• Y •
Yahoo! search engine, 381
Yellow Pages, 87, 120, 152,

204–205
Your Income Tax (Lasser), 331

• Z •
zero-based budgeting, 

179, 249
zoned advertising, 205
zoning ordinances, 319–320
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