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A
Accountants and attorneys: finding best, 

63–65; reviewing relationship with, 
226; start-up expenses and, 42

Accounting software, 131
Annual Marketing Activity Calendar, 

174, 183, 184
Annual reports, inspiration from, 96
Answering machine: outgoing 

message on, 127; as start-up 
expense, 41

Appendices (business plan), 103
Appointments with clients: arranging, 163; 

guide for initial, 165–167 
Aptitude, consulting, 8–10
Attitude, entrepreneurial, 12–15
Attorney services, 63–65, 82, 226
Auto insurance, 80

B
Baby boomers, exodus of, 43
Balance in life: being your own boss and, 

210; enjoying the doing, 208; identify-
ing imbalance, 207; identifying other 
interests, 209; managing your, 210–211; 
personal ethics statement and, 212; 

rules for maintaining, 207–208; taking 
time off, 208–209

Banking needs, 76–78
Bellman, G., 207
Billable days, 48–50, 221
Billing: cash flow and, 205; daily/hourly 

fees, 50; pricing structure, 43–45, 226; 
setting your fee, 52–53; techniques 
for increasing profits, 221; tracking, 
136–138

Bond, W. J., 1
Bosses, as allies, 110–111
Budget: financial plan, 102–103; market-

ing on shoestring, 186–188; monthly 
expense worksheet/record, 131, 132; 
petty cash record, 133; projection of 
personal, 34, 35; start-up, 37–42. 
See also Financial forms

Budget Form, 53, 54
Business cards, 42, 186, 187, 188
Business checking account, 76
Business description, 98–99
Business Entity Selection Worksheet, 67, 

70–76
Business habits, good, 205–206
The Business of Consulting (Biech), 95, 143

bindex.indd   243bindex.indd   243 8/29/08   5:09:29 PM8/29/08   5:09:29 PM

CO
PYRIG

HTED
 M

ATERIA
L

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



244 Index

Business plan: necessity of, 87–95; 
 reviewing 105, 226; template, 95; 
using, 104; writing, 95–104

Business plan sections: appendices, 
103; business description, 98–99; 
 competitive analysis, 100–101; cover 
page, 96–97; financial plan, 102–103; 
management plan, 102; market analy-
sis, 99–100; marketing plan, 101; print-
ing your, 103–104; table of contents, 98

Business structures: comparison of, 67–70; 
corporations, 67, 69; five types of, 66;  
legally registering, 82–83; limited liabil-
ity structures, 67, 68; partnerships, 66, 
68, 109; sole proprietorships, 66, 68

C
C corporations, 67, 69
Calculation method, 46–48
Cash flow: calculating required revenue, 

46–53; evaluating, 225; immediate 
 billing to insure, 205; importance of, 
53; revenue projections and, 134, 135

Cash-Flow Projection form, First-Year, 
53, 55

Casualty insurance, 79
Certificate of Trade Name, 61
Checking accounts, 76
City taxes, 82
Client appointments: arranging, 163; guide 

for initial, 165–167 
Client base: building a, 171; identifying, 

150–151
Client Contact Log, 194, 195
Clients: defined, 1; finding first, 157–167; 

follow-up with, 206; in market niche, 
145–149; questions to ask, 166–167; 
tracking, 193–195

COBRA (Consolidated Omnibus Budget 
Reconciliation Act) coverage, 79

Cold calls: analyzing, 150; defined, 160; 
identifying client base with, 150–151; 
steps for successful, 160–164

Company Profile form, 160, 161, 162
Competencies, inventory of, 5–8
Competition, knowing your, 152–156
Competitor Comparison chart, 152, 153
Confidence, 93–94
Consultants: interviewing, 16–17;  process 

used by, 2; skills and knowledge 
required of, 7–8

The Consultant’s Calling (Bellman), 207
The Consultant’s Legal Guide, 193 
Consulting: defined, 1–2; focus of your 

initial, 10–12
Consulting career: aptitude for, 8–10; 

 competencies for, 5–8; experiences 
leading to, 4–5; reasons to pursue, 3, 
24–26; transition to, 107–119

Consulting experience, gaining, 107–108
Consulting future: changes to make 

for, 33; describing, 20–22;  financial 
 considerations, 30–31; goals, 22–23, 
26–28; ideal day, 20; personal 
 considerations, 32; personal expense 
plan, 34–35; plan for, 19; professional 
considerations, 29–30

Consulting magazine, 99, 100
Copyrights on documents, 205
Corporations, 67, 69
Cost of starting consulting business:  

start-up budget, 37–42; total cost, 
56–57

Cover page (business plan), 96–97

D
Daily fee, calculating a, 50
Dates on documents, 206
DBA (doing business as) certificate, 61
Demographics, business’s, 98, 99
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Direct mail, 156
Disability insurance, 79

E
EIN, employer identification number, 

federal, 66, 82, 83
Electronic records, 130
E-mails, responding to, 188
Entrepreneur Attitude Survey, 12–15
Entrepreneurship, classes in, 16
Ethics, personal statement of, 212
Executive suites, 122
Expense Worksheet/Record, Monthly, 

131, 132
Expenses, personal, 34, 35
Expenses Form, Start-Up, 38, 41–42

F
Failure, fear of, 93
Family: issues to discuss with, 112–113, 

117–118; reviewing first year with, 218
Fast Company magazine, 104
Federal employer identification number 

(EIN), 66, 82, 83
Feedback, 91
Fees: daily fee, 50; hourly fee, 50;  reasons 

for high prices, 43–45; required 
 revenue, 46–53; setting your fee, 52–53

Filing habits, 205
Filing system, 129
Financial forms: Budget Form, 53, 54; 

First-Year Cash-Flow Projection 
form, 53, 55; Petty Cash Record, 133; 
Monthly Expense Worksheet/Record, 
131, 132; Start-Up Expenses Form, 
38, 41–42; Three-Year Cash Flow 
 Projection form, 53, 56

Financial issues: banking needs, 76–78; cash 
flow, 53, 225; marketing on shoestring, 
186–188; money sources, 57, 114–115; 

monthly expenses, 131, 132; petty cash, 
133; profits, 139, 221; required revenue, 
46–53; start-up  budget, 37–42

Financial plan, 102–103
Financial Statement, Personal, 116
First-Year Cash-Flow Projection 

form, 53, 55
First-year survival tips: balanced life, 

206–211; good habits, 205–206; 
health considerations, 199–201; time 
 management, 201–205

Forbes, M., 8
Ford, H., 93
Forms, preparing, 143
Fortune magazine, 104
Free marketing plan, 185
Furniture, office, 37, 41, 125
Future, your preferred: changes to 

make for, 33; describing, 20–22; 
 financial considerations, 30–31; goals, 
22–23, 26–28; ideal day, 20; personal 
 considerations, 32; personal expense 
plan, 34–35; plan for, 19; professional 
considerations, 29–30

G
General partnership, 66, 68
Goals: financial, 23; marketing, 179;  personal, 

22; professional, 23; ranking, 26–28
Going Solo (Bond), 1

H
Habits, good, 205–206
Harvard Business Review, 104
Health considerations, 199–201
Health insurance, 79
Hobbies, 209
Home office: advantages/disadvantages of, 

122–123; setting up, 125–128
Hourly fee, calculating an, 50

bindex.indd   245bindex.indd   245 8/29/08   5:09:29 PM8/29/08   5:09:29 PM

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



246 Index

I
Ideal day exercise, 20
Imbalance, identifying, 207
Income/revenue: billable days, 48–50, 

221; calculating required, 46–53; daily/
hourly fees, 50; projecting, 134, 135

Insurance: auto, 80; health, 79; professional 
liability, 79–80; as requirements, 47; 
Web site on, 81

Insurance agents, 78–79
Interview with a consultant, 16–17
Invoice Summary, 136
Invoices: billing immediately, 205; 

records for tracking, 136, 138; repeat 
billings, 201; sample form for, 137. 
See also Fees

IRS Form SS-4, 83

J
Junk mail, 156

K
Kennedy Publishing, 99, 100

L
Legal services. See Attorney services
Letters to clients: guidelines for, 162–164; 

thank-you notes, 150, 167
Liability insurance, 79–80
Library Sign-Out Sheet, 142
Licenses, taxes, and zoning, 81–82
Lifestyle balance: being your own boss 

and, 210; enjoying the doing, 208; 
identifying imbalance, 207; identifying 
other interests, 209; managing your, 
210–211; personal ethics statement 
and, 212; rules for maintaining, 
207–208; taking time off, 208–209

Limited liability structures, 66, 67, 68
Logos, 96

M
Mail: junk, 156; letters to clients, 162–164; 

thank-you notes, 150, 167
Management plan, 102
Market analysis, 99–100
Market niche: determining your, 145–149; 

marketing plan and, 170; reviewing, 
221–222

Marketing: ABCs of, 170–171; defined, 
169; proposals, 189–193; on shoestring 
budget, 186–188; tips, 196; tracking 
 clients, 193–195; Web sites for, 
187–188

Marketing plan: as business plan section, 
101; creating, 171–175; free, 185

Marketing plan, steps for develop-
ing:  analyzing the present, 175–176; 
 clarifying strategy, 176–178;  developing 
calendar, 183–184; identifying 
resources, 182–183; implementing 
your plan, 185; monitoring results, 
186; selecting tactics, 180–182; setting 
goals, 179

Marketing supplies, 42
Marketing Your Consulting Services (Biech), 

171, 196
Money sources, 57, 114–115. See also Cash 

flow; Profits
Monthly Expense Worksheet/Record, 

131, 132

N
Naming your business, 60–62
National Speakers Association 

(NSA), 222
Networking, 63, 104, 112, 154, 165, 220
Niche, market: determining your, 145–149; 

marketing plan and, 170; reviewing, 
221–222

Niche statement, 157
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O
Occupancy costs, 42
Office, home: advantages/disadvantages of, 

122–123; setting up, 125–128
Office furniture, 37, 41, 125
Office location options: home office, 

122–123; no office, 123; renting space, 
121; sharing executive suites, 122; 
weighing, 123–124

Office supplies, 41, 127–128
Outsourcing, trend toward, 43

P
Partnerships, 66, 68, 109
Part-time consulting work, 108–109, 111
Personal ethics statement, 212
Personal Expense Plan, 34–35
Personal Financial Statement, 116
Personal issues: balanced living, 206–211; 

ethics, 212; health, 199–201; time 
 management, 201–205. See also Family

Petty Cash Record, 133
Phone calls: analyzing, 151; cold calling, 

160; identifying client base with, 
150–151; steps for successful, 160–164; 
time spent on, 202

Plan, business: necessity of, 87–95; 
 reviewing 105, 226; template, 95; using, 
104; writing, 95–104

Planning, value of, 90
Preferred future, your: changes to 

make for, 33; describing, 20–22; 
 financial considerations, 30–31; goals, 
22–23, 26–28; ideal day, 20; personal 
 considerations, 32; personal expense 
plan, 34–35; plan for, 19; professional 
considerations, 29–30

Pricing structure: five reasons for high 
prices, 43–45; naming your price, 43; 
reviewing, 226

Problem-solving consulting, 2
Process Tamer kit, 91
Professional liability insurance, 79–80
Professional organizations, 93, 154
Profits: projecting, 139; techniques for 

increasing, 221. See also Cash flow
Progress, assessing, 215–217. See also Year 

two and beyond
Project Profitability form, 139
Proposals: file of, 193; guidelines for 

 writing, 190–193; steps to writing, 
189–190

Public speaking, 222

Q
Qualities needed in consultant, 8–10
Questions for potential clients, 166–167
Questions to ask a consultant, 16–17

R
Record-keeping: advantages of good, 

129–130; filing system, 129; for 
invoices, 136–138, 201; for  measuring 
profitability, 139; for monthly 
expenses, 131, 132; for petty cash, 133; 
for  revenue projections, 134, 135; 
for staying organized, 140–142

Referrals, 165
Request for Proposal (RFP), 189, 190
Revenue, calculating required, 46–53
Revenue Projections form, 134, 135
Roe, D., 91
Rules, maintaining balance with, 207–208

S
Salary. See Income/revenue
Sample Letter, 163, 164
Schedule C, 76
Self-care: eating and exercise, 199–200; 

stress reducers, 201; vacations, 208–209
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Self-employment: consultant experience 
through, 109; enjoying benefits of, 
210–211; entrepreneur attitude, 12–16; 
professional considerations in, 29–30, 33

Seminars: hosting, 222; supplies for, 
Session Planner, 140, 141
Sole proprietorships, 66, 68
Start-up budget, establishing, 37–42
Start-Up Expenses Form, 38, 41–42
Stress reducers, 201
Subchapter-S corporations, 67, 69
Subcontractors, 108
Supplies, office, 41, 127–128
Support network, 63, 104, 112, 154, 

165, 220
Survival tips for first year: balanced 

life, 206–211; good habits, 205–206; 
health considerations, 199–201; time 
 management, 201–205

T
Table of contents (business plan), 98
Talents and qualities of consultants, 8–10
Taxes: on budget form, 54; EIN 

 documentation for, 66, 82, 83; local 
city, 82; on profit, 221

Technological changes, explosion of, 43
Telephone: outgoing message on, 126–127; 

time spent talking on, 202
Telephone calls: analyzing, 151; cold 

 calling, 160; identifying client base 
with, 150–151; steps for successful, 
160–164

Telephone lines, separate, 125, 126
Thank-you notes to prospects, 150, 167
3 X Rule, 46, 48
Three-Year Cash Flow Projection form, 

53, 56
Tickler files, 202
Time lines in proposals, 191

Time management, 201–205
Time Management Log, 202, 203
Time off, taking, 208–209
To-do lists, 83, 84
Tracking clients, 193–195
Transition plan: family issues, 112–113, 

117–118; financial statement, 116; 
general issues, 111–112; importance of, 
118; money sources, 114–115

Trends, awareness of, 152

U
Unanticipated expenses, 42
Utilities hook-ups, 40, 126

V
Vacations, 208–209
Valuable things in your life, 207

W
Wall Street Journal, 104
Web sites: marketing with, 187–188; 

 naming a business and, 61; researching 
client’s, 162

Workers’ compensation insurance, 80
Writing business plan: appendices, 

103; business description, 98–99; 
 competitive analysis, 100–101; cover 
page, 96–97; financial plan, 102–103; 
management plan, 102; market analysis, 
99–100; marketing plan, 101;  printing 
considerations, 103–104; table of 
 contents, 98

Writing proposal: attachments, 193; cover 
page, 190; investment and responsi-
bilities, 192; proposed approach, 191; 
purpose statement, 190; qualifications, 
192; situation description, 191; time 
line, 191

Writing skills, 92
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Y
Year one survival tips: balanced life, 

206–211; good habits, 205–206; 
health considerations, 199–201; time 
 management, 201–205

Year two and beyond: assessing progress, 
215–217; financial perspective, 
220–222; personal perspective, 

222–224; professional perspective, 
219–220;  questions and tasks for, 
225–228; reviewing first year with col-
league, 229; reviewing first year with 
family, 218

Z
Zoning laws, 81–82
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