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Accountants, 38–39, 129–130,
139

Act! 2005, 62
Advertising, 158–160, 165–166
Altman, Edward, 79
America Barters, 87
Appointments, tracking of,

55–56
Arbitration clauses, in

contracts, 184
Attitude, developing

appropriate, 3–17
goals and, 8–13
mind-set and, 4–8
mission statement and, 

13–16
sense of humor and, 16–17

Attorneys, 35–37. See also Legal
issues

for collection, 102–103, 111
need for, 173
saving on fees of, 188

“At will” employees, 186
Automobile insurance, 196

Bankers, 39–41. See also Loans
Bankruptcy, 121–122

predictors of, 79–80
procedures of, 124–126

Barter, 87–88
Bid bonds, 199
“Billing department,” 100
BizFilings, 175
Blasingame, Jim, 45
Blogs, 166–168
Board of advisers, 46–51
Bplans.com, 12, 15
Budget, for marketing,

149–150
Building safety and security,

222, 228–229
Burnout, 54–55
Business interruption

insurance, 196, 202–203
Business owner, planning for

operating without, 225–226
Business owner’s package

(BOP) insurance policy,
196, 200–202
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Business plan, 10–13
Business Resource Software, 12
Buy-sell agreements, 189–192

Calendarscope, 57
Carnegie, Dale, 7
Cash flow, 73–89

analysis of, 74–75
monitoring of, 75–77
planning for adequate, 77–80
ways to decrease outgoing,

85–88
ways to increase incoming,

80–88
Cash transactions, reporting to

IRS, 140–141
Casualty insurance, 196–197
C corporations, 174

tax obligations of, 131, 134,
135, 136, 176

Certified public accountant
(CPA), see Accountants

Chapter 7 bankruptcy, 124
Chapter 11 bankruptcy, 121,

124–126
Chapter 12 bankruptcy, 124
Chargebacks, 97
Charity events, self-promotion

at, 157–158
Closing of business, debt and,

121
Clutter, cleaning out, 63–65
COD payments, 98–99
Collections, 83, 91–112

customer credit history and,
93–94

importance of, 92–93
invoicing policies, 94–95
legal procedures and, 102–111

offering payment
alternatives, 95–99

using collection agencies,
100–101

College students, as 
temporary workers, 25

Commercial Credit 
Counseling Services, Inc.,
122

Commercial Finance
Association, 85

Community mailers,
advertising with, 160

Computer systems, security
and, 226–227

Confidentiality agreements,
186–187

Contact lists, 61–62, 64
Contracts and agreements, 35,

183–188
Copyrights, 180–181
Corporate credit cards, 

117–118
Credit, building good, 

113–119
business credit, 116–119
importance of, 114
personal credit, 114–116

Credit, extending to customers,
83, 93–94. See also
Collections

Credit card payments,
accepting, 95–97

Credit insurance, 197
Cross-purchase agreement,

190–191
Customers, extending credit 

to, 83, 93–94. See also
Collections
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Database, for contact
management, 61–62

Debt, see also Bankruptcy;
Credit, building good

business structure and, 174
restructuring of, 120–126

Debtor in possession, 124
Delegation of responsibilities,

19–32
in family business, 31
how to delegate, 27–30
reasons for, 20–21
time management and, 

58
what to delegate, 22
to whom to delegate, 22–27

Directors and officers
insurance, 197

Disability buyout policy, 
192

Disability insurance, 197,
210–212, 214

Disaster planning and 
recovery, 219–234

business continuity plan,
229–230

insurance and, 202–203
planning for owner’s

absence, 225–226
prevention, 221–222
recovery without plan,

231–233
security concerns, 226–229

Discounting, 156
Dishonesty bonds, 199
Distribution of products,

160–161
Dividends, reporting to IRS,

140

Divorce, business ownership
and, 192

Documents, safeguarding of,
227–228

“Doing business as”
designation, 175

Domain name, 164
Dreams, different from goals,

8–9
Dun & Bradstreet, 93, 116

Electrical safety, 221
Electronic Federal Tax Payment

System (EFTPS), 135
E-mail:

using for marketing, 168
using in collections, 99

Emergency plan, see Disaster
planning and recovery

Employees:
delegation to, 20–21, 23–24
financial and legal issues of,

25–27
health insurance and, 196,

207–210
training and supervision of,

28–30
workers’ compensation and,

200, 203–205
Employment agreements,

186–187
Employment practices liability

insurance (EPLI), 41–42,
197

Employment taxes, 26, 86,
137–139, 177

Entrepreneur.com, 45
Equifax Small Business

Enterprise, 116–117
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Equipment:
maintenance insurance for,

212–213
upgrading of, 60–61

Errors and omissions
insurance, 197

Estimated taxes, 134–137
Excise taxes, 144
Expenses, reducing, 85–86
Experts, see Professionals

Factoring, 84–85
Family businesses, 31, 47, 49
Federal Emergency

Management Agency
(FEMA), 233

Feedback, to employees, 29–30
FICO score, 114
Financial issues, see also Credit,

building good; Tax issues
and obligations

in business plan, 11–12
need for accountant, 38–39
need for banker, 39–41

Flexible Spending Accounts
(FSAs), 210

Focus, on business matters, 6
Fulfillment companies, 161

Gerber, Michael, 3
Goals:

establishing, 8–10
reviewing progress on, 15–16
writing down, 10–13

Grants, 84

Health insurance, 196, 207–210
Health Reimbursement

Accounts (HRAs), 209–210

Health Savings Accounts
(HSAs), 209

Hobby, your business is not a,
5–6, 10

Home-based business,
insurance and, 201–202

Humor, importance of, 16–17

IdeaCafe, 45
Ideas:

protecting, 182–183
writing down, 65

Income taxes, 130–137
estimated, 134–137
federal, 130–132
filing strategies, 132–134
state, 132

Incorporation, 35. See also
Structure of business

Independent contractors, 24,
174

tax issues and, 27, 140
Information returns, 139–141
Information technology

consultant, 42–44
Installment billing, 94
Insurance coverage, 195–217

agents for, 41–42, 204
business interruption

insurance, 196, 202–203
business owner’s package

(BOP) policy, 196, 200–202
controlling costs of, 213–216
disability insurance, 197,

210–212, 214
disaster and, 223
equipment maintenance

insurance, 212–213
filing claims, 216, 230
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health insurance, 196,
207–210

kinds of insurance, 196–200
life insurance, 190–192, 197,

198
for trip cancellation, 69
unemployment insurance,

200, 206–207
workers’ compensation, 200,

203–205
Intellectual property, 35

protection of, 178–183
Internal Revenue Service, see

also Tax issues and
obligations

audits and, 128–129, 132–134
reporting requirements of,

139–141
International protection for

intellectual property,
182–183

Internet:
advertising on, 160
marketing with, 150, 164–168
pricing for, 156
taxes and, 142–143

Interns, as temporary workers,
25

Interruptions, minimizing,
65–67

Inventory, cash flow and, 78, 86
Investment returns, 83–84
Invoicing, 94–95

Job description, before
delegating, 28

Kidnap and ransom insurance
coverage, 197–198

Leader to Leader Institute, 
15

Leases, 186
Legal issues, 173–193. See also

Attorneys
business structure and,

174–178
buy-sell agreements, 

189–192
collection, 102–111
contracts and agreements,

183–188
insurance and, 41–42
intellectual property

protection, 178–183
License bonds, 199
Life insurance:

to fund buy-sell agreement,
190–192, 198

for key person, 197
Limited liability companies

(LLCs), 174
fees for forming, 175
tax obligations of, 131,

177–178
Limited partnerships, 174–175
Line of credit, 84
Loans, see also Credit, building

good
from banks, 39–41
board of advisers and, 47
disaster plans and, 220
disaster relief and, 232–233
as option for controlling 

cash flow, 84–85
promissory notes and,

187–188
Logos, 159
Luddites, 59–60
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Marketing, 147–169
advertising and, 158–160
budget for, 149–150
distribution and, 160–161
Internet and, 150, 164–168
plan for, 148–151
pricing and, 153–156
professionals and, 163
public relations and, 

156–158
research for, 151–153
sales and, 161–163

MasterPlanz, 12
Media appearances, 157
Mediation clauses, in 

contracts, 184
Medical insurance, see

Health insurance
Medicare taxes, 177
Microsoft:

patches for software, 60–61
time management software,

57
Mind-set, about business

ownership, 4–8
MissionExpert, 15
Mission statement, 13–15
Multistate operations, business

structure and, 177

Negativity, banishing, 6–8
Nepotism, 31
Newspaper advertising, 160
“No,” learning to say, 67–68

Office clutter, cleaning out,
63–65

Out-of-state shipping, taxes
and, 142

Outside professionals, see
Professionals

Overhead insurance, 198

Paper shredders, 228
Partnerships, 174

ownership of, 177
tax obligations of, 130–131,

176
Patents, 179–180, 182
PAYDEX score, 116–117
Payment bonds, 199–200
PayPal, 97–98
Payroll companies,

employment taxes and,
138–139

Payroll taxes, see Employment
taxes

Pennysavers, 160
Pension Benefit Guaranty

Corporation coverage, 198
Pension plan distributions,

reporting to IRS, 140
Performance bonds, 198, 199
Personal credit, 114–116
Personal information,

safeguarding of, 227–228
Positive thinking, 6–8
Postdated checks, 95–96
Prepayment discount, 94
Press releases, 156–157
Prices:

marketing and, 153–156
raising to improve cash flow,

80–82
Procrastination, overcoming,

58–59
Product-based businesses,

pricing for, 155–156
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Product liability coverage, 198
Professionals, 24, 33–51

accountants, 38–39, 129–130,
139

attorneys, 35–37, 102–103,
111, 173

bankers, 39–41
board of advisers, 46–51
information technology

consultants, 42–44
insurance agents, 41–42, 204
liability coverage for, 199
marketing strategies and, 163
need for, 33–34
online resources for, 44–46

Profit, pricing and, 153
Promissory notes, 187–188
Promotions, of products, 163
Property taxes, 141–142
Publicity events, 157
Public relations, 156–158

Receivables, see Collections
Referrals, 158
Rent, 186
Resale number, 143
Resources:

for bankruptcy assistance,
126

for blogging, 167–168
for business plans, 12
for cash flow analysis, 77
for COD payments, 98
for collection agencies, 101,

102
for contact management, 

62
for corporate credit cards,

118–119

for credit counseling, 122,
124

for credit references, 93
for credit reports, 115
for disaster planning, 224
for insurance company

ratings, 214
for insurance quotes, 214
for intellectual property

protection, 179, 182, 183
for IRS information, 137, 

138
for learning about the law,

189
for marketing plans, 151
for mission statements, 15
for outside professionals, 36,

37, 39, 43, 45–46, 48–49
for professional organizer, 

64
for scheduling, 57
for worker safety, 205

Responsibilities:
examining, 67–68
recognizing, 4–5

Retirement benefit plans,
reporting to IRS, 140

Return on investment (ROI),
from marketing, 151

Safety issues:
disaster planning and,

221–224
insurance and, 203–205

Sale of the business, 36
Sales:

cash flow and, 78, 81
marketing and, 161–163
sales contracts, 185
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Sales and use taxes, 142–143
Schedules, for time

management, 55–57, 59, 66
SCORE, 13, 45
S corporations, 174

ownership of, 177
tax obligations of, 131, 134,

176, 177
Secured debts, defined, 125
Security concerns, 226–229
Self-employed persons:

errors and omissions
insurance and, 197

taxes and, 177
Self-promotion, 157–158
Sense of humor, 16–17
Service-based business, pricing

for, 154–155
Service contracts, 185
Smallbiz Advice, 46
Small Business Administration:

business development and,
45

business plans and, 12
disaster relief and, 232–233
loans and, 40
surety bonds and, 200

Small-business owners, hours
worked per week, 53

Small-claims courts, 102–103,
111

state-by-state list of rules for,
104–110

Social Security taxes, 177
Sole proprietorships, 174, 175

ownership of, 177
tax obligations of, 131–132

Spam, 168
Spam blockers, 61

Sports teams, sponsorship of,
158

State income taxes, 132
States:

economic development
agencies in, 46

state-by-state list of rules for
small-claims courts,
104–110

trademark laws and, 181
workers’ compensation

premiums and, 205
Stock redemption agreement,

190–191
Stopper, Melissa C., 67
Stress, reducing, 67–68
Structure of business, 174–178
Succession planning, 35
Supervision, of employees, 29
Surety bonds, 199–200
Symantec, 61

TAB (The Alternative Board),
49

Tax ID number, 143
Tax issues and obligations,

127–145. See also
Employment taxes

accountants and, 38–39,
129–130

bad debts and, 92–93
barter and, 88
business structure and, 176
buy-sell agreements and, 191
cash flow and, 80
disability insurance and,

211–212
disasters and, 231–232
excise taxes, 144
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in general, 127–129
income taxes, 130–137
information returns, 139–141
property taxes, 141–142
sales and use taxes, 142–143
worker classification and, 27

Tax matters partner (TMP), 130
TEC: Chief Executives Working

Together, 49
Technology:

for invoicing, 95
for saving time, 59–62
for scheduling, 57

Telephone directories,
advertising in, 159–160

Temporary workers, 25
Time management, 53–70

clutter and, 63–65
delegation and, 58
importance of, 54–55
interruptions and, 65–67
procrastination and, 58–59
saying “no” and, 67–68
scheduling and, 55–57
time-saving devices for,

59–62
Trademarks, 181–185

Training, before delegating, 28
Trip-cancellation insurance, 69
Trust fund taxes, see

Employment taxes
Twain, Mark, 39

Unemployment insurance, 200,
206–207

United States Postal Service,
COD and, 98–99

Unsecured debts, defined, 125

Vacation, 68–69
Vehicles, safeguarding of, 229

Wanamaker, John, 158
Ward, William Arthur, 7
Web sites, 164–165
Withholding, see Employment

taxes
Workers’ compensation, 200,

203–205
Workplace Toolbox, 15
Writings, marketing and, 

157

Z-Score, 79–80
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