
Index

• Numerics •
3M, 25, 58
80-20 rule, 180, 260, 266
401(k) retirement plans, 

315, 316–317, 319
403(b) retirement plans, 317
504 Loan Program, 87

• A •
accountability, business, 

311–312
accounting, 6, 71, 169, 

171–178
accounts payable, 

13, 142, 176
accounts receivable

charging interest, 263
in company purchase, 152
described, 13, 85, 140
importance, 264
ledgers, 176
lending based on, 85
managing, 262–263
as money lent to 

customer, 261
records, 173
tracking, 141, 176, 259, 263

accrual-basis accounting, 175
ad hoc committees, 371
ADA (Americans with 

Disabilities Act), 340–341
adjusted-for-infl ation 

budgeting, 181, 265–266
advertising. See also 

promotion
in business plan, 68
for job openings, 286, 287
via media, 207–213 

advisors, types, 337

alcohol abuse policies, 309
ALS (SBA Approved 

Lending Sources), 87
The Alternative Board 

(TAB), 274
American Arbitration 

Association, 188
American Business Women’s 

Association, 274
American Inventor’s 

Protection Act, 
43–46

American Stock Exchange 
(AMEX), requirements 
for listing, 95

Americans with Disabilities 
Act (ADA), 340–341

amortization, 141, 143, 156, 
358, 359

angel investors, 82, 84, 88, 89
Answer Desk, SBA, 55
appearance, company, 

375–376
applications, job, 286, 288
appraisals, business, 152
Asset Acquisition 

Statement, 156
asset-based fi nancing, 85
assets, 13, 252
attorneys, 186–187, 188
at-will employment, 

167–168, 308
audits, business, 168, 174, 176
automobiles, tax 

deductions for, 358–359

• B •
backups, computer, 224
bad debt, 31

balance sheet
in business plan, 74–75
calculating business 

value, 151
described, 74, 140, 175, 252
evaluating, 140–141, 

255, 364
example, 252–254, 255, 258
format, 252
producing, 73
timing, 249
uses, 13, 30–31, 252

bankruptcy, 24, 247
banks/bankers, 84–85, 90, 

183–186, 227–228, 267
banner ads, costs, 206
Bean, L. L. (company), 41
benefi ts, employee. See 

employee benefi ts
BizBuySell website, 228
BIZCOMPS, 153
boards of advisors, 275–277
Boeing (company), 58
Bogle, John (Vanguard 

Group), 41
bonuses, employee, 296–297
book value, 13, 30–31, 

151, 252
bookkeeping, 6, 168–169, 

174, 349. See also 
accounting

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

Reengineering), 373
brand-name recognition, 124
break-even point, 196
Brodsky, Norm (angel 

investor), 89
brokers, business, 121–123, 

150, 154
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budgeting, 180–181, 
265–266, 384–385

building contractors, 
regulation, 337

Bushnell, Nolan (Atari), 391
business, small

activities, 42–43
alternatives, 25–26
basics, 12–13, 15–16
complexity, 14
defi ned, 15
demands of, 12
large business compared 

to, 12–13, 14, 26
number in U.S., 15
size, 13–14
skills needed, 11–12, 21–22
timing of starting, 53
types, 14–15, 118

business brokers, 121–123, 
150, 154

business conglomerates, 
loans from, 86

business incubators, 
91, 281, 336

business interruption 
insurance, 165

business plan
business description, 

63–65
content, 62–63
fi nancial management, 

73–75 
importance, 61–62
management, 65–66
marketing plan, 66–70
for obtaining loans, 61, 62, 

65, 71
operations, 70–71
protecting ideas, 334, 342
of purchased business, 159
risks, 71–72
software, 74
updating, 75–76

Business Process 
Reengineering (BPR), 373

Business Triangle model, 219
business-to-business phone 

directory, 118

buying a business
advantages, 107–111
advisors, 142, 153, 154, 

157, 159
described, 26
disadvantages, 111–113, 131
due diligence, 132–144, 

150–154, 156–158
emotions involved, 131
examples, 108, 113, 

132–133, 137–138
fi nancing, 110, 115–116, 

118–119, 155, 158
fi nding possibilities, 

107, 117–123, 228
franchises, 123–125, 

144–148
online resources, 228–229
pricing, 109, 116, 118, 158
process, 109, 112, 114–116, 

122, 147, 154–156, 
158–160

risks compared to starting 
a business, 109

scams, avoiding, 
126, 128–129

skills needed, 111, 114–115
technology, 228–229

buys, TV ad, 210
buy-sell agreements, 

93, 101, 322

• C •
C Corporations, 96, 102, 

353–354, 359, 360
cafeteria plans, 330–332
capital, 78–80, 82, 84, 

88–89, 94
capitalization of business, 320
car, tax deductions for, 

358–359
Carlson, Curt 

(entreprenueur), 215, 393
cash, 168, 246–247, 254, 

348, 394

cash fl ow
controlling, 179, 180, 265, 

310, 384
described, 13, 75, 246, 394
estimating for existing 

business, 110
inventory, effect on, 260
problem causes, 277
projecting, 73, 75, 247–248

cash-basis accounting, 
175, 353

cash-value life insurance, 
38, 328

catalogs, 201
CEO (Chief Executive 

Offi cer) role, 379
Certifi ed Development 

Companies (CDCs), 87
certifi ed public accountants 

(CPAs), 352, 385
chain of command, 306–307, 

310, 390
Chamber of Commerce, 

regulation information, 337
champions of new product 

ideas, 193
chart of accounts, 177
checks, signing, 168. 

See also cash
Chief Executive Offi cer 

(CEO) role, 379
Chief Operating Offi cer 

(COO) role, 379
Coin Laundry Association, 227
collection agencies, 263
Collins, Jim (author), 16
commissions, sales, 216, 295
comparable sales, 150
comparative value to 

customer, 197
compensation. See also 

employee benefi ts
employee, 70–71, 92, 

294–297, 303, 320–321
owner, 22, 157

competition, investigating 
for product, 197

competitors, assessing, 
64–65
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computers; technology. See 
also software

consultants, 24, 92, 114, 
151, 188–189, 292

consulting with previous 
employer, 35

consumer debt, 31
contractors, independent, 

346, 356–357
contracts, 147–148, 335, 

345–346
COO (Chief Operating 

Offi cer) role, 379
copyright protection, 

334, 344–345
corporations

advantages, 101
C, 96, 102, 353–354, 359, 360
disadvantages, 102
described, 99
liability, 102, 103–104, 360
personal service, 353, 359
S, 103, 353, 354, 360
tax implications, 359–360
types, 102

cost of goods, 13, 268–269
cost-of-living adjustment, 

disability insurance, 327
costs, business, 195–196
CPAs (certifi ed public 

accountants), 352, 385
credit, granting to 

customers, 70, 262
credit cards, 83, 199, 373–374
credit history, 134, 147
credit unions, advantages, 

227–228
critical-event memos, 

301, 302
culture, company, 137–138, 

179, 265, 311–312, 
367, 368

current ratio, 258
customer receivable 

ledgers, 176
customer service

customer retention, 
234–238

defi ned, 238–240

dissatisfi ed customers, 
242–244

fl exibility, 310
importance, 233–234
after sale, 241
before sale, 240
during sale, 240

Customer Service For 
Dummies (Leland 
and Bailey), 244

customers
acquiring, costs of, 236
comparative value to, 197
credit, granting, 70, 262
directing to Internet 

sales, 204
dissatisfi ed, 236–238, 

242–244
expectations of, 219
feedback from, 223, 241
fi nding paying, 262
interviewing to verify 

businesss’ value, 134
lawsuits by, 234
learning about those of 

purchased business, 159
lending money to, 261
listening to, 242–243
loyalty, 237
paying, value of, 261
relationship building, 

113, 202, 218, 241
terms of sale to, 262
turnover, 236–238

• D •
DBA (doing business as) 

form, 338
debt

business, 142
personal, 31–32

debt-to-equity ratio, 258
defi ned benefi t retirement 

plans, 316
demand for product/

service, 196
dependent care plans, 329

depreciation, 141, 143, 156, 
358, 359

direct distribution of 
products, 199–203

direct mail distribution, 
199–200, 206, 224, 230

Direct Marketing 
Association, 206

disabilities, hiring individuals 
with, 340–341

disability insurance, 32, 37, 
313, 327–328

discrimination in hiring, 
308, 340–341

Disney, 58
dissatisfi ed customers, 

dealing with, 236–238, 
242–244

distribution, 68, 192, 198–203, 
206, 224, 230

diversifi cation stage, 
363–364, 372

documents, preparing via 
computer, 224

doing business as (DBA) 
form, 338

double-entry accounting, 
172, 175

down line, 126
downsizing a business, 378
Drucker, Peter (author), 16
drug abuse policies, 309
due diligence

company culture, 137–138
defi ned, 132
examining backgrounds, 

133–135
fi nancial statements, 

138–142
lease contracts, 144
reasons for selling,135–136
restaurant example, 

132–133

• E •
E&O (errors and omissions) 

insurance, 351
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EAPs (Employee Assistance 
Programs), 329

EAs (enrolled agents), 352
EBITDA (Earnings Before 

Interest, Taxes, 
Depreciation, and 
Amortization), 140

e-commerce, 47, 201, 203, 204
education, 25, 114, 115, 282
80-20 rule, 180, 260, 266
EIN (Employer Identifi cation 

Number), 340, 355
e-mail, 206–207, 208, 223, 

224, 230
Employee Assistance 

Professionals 
Association, 329

Employee Assistance 
Programs (EAPs), 329

employee benefi ts. See also 
insurance, business; 
retirement benefi ts

advantages, 346
communicating value to 

employees, 314
dependent care plans, 329
documenting, 309
Employee Assistance 

Programs, 329
fl exible benefi t plans, 

330–332
fl exible schedules, 330
monetary value, 313
planning, 296
psychological care, 329
tax implications, 355, 360
vacation, 39, 329–330

employee manuals, 
60, 307–309

employee ownership, 
321–322, 371

Employee Stock Ownership 
Plans (ESOPs), 
321–322, 371

employees. See also hiring; 
human resources; key 
employees

accountability, 311–312
bonuses, 296–297

compensation, 70–71, 92, 
294–297, 303, 320–321

exit interviews, 238, 304
expectations of, 219
feedback to, 301–302
fl exible schedules, 330
goals for, 297–299, 301
government regulation, 

167–168, 335, 346
inventory of, 306–307, 

310, 390
lawsuits by, 346
leasing, 289
motivations, 180, 

293–295, 388
in open-book management 

systems, 373
organization, 306–307, 

310, 390
overstaffi ng, 266
overview, 6
owner’s children as, 

357–358
performance reviews, 

301–303
planning for, 70
policies, 60, 307–309, 310
problems, 165, 302, 303, 

304–306, 387
of purchased business, 

159–160
records, 167
responsibilities, 239, 287, 

299–300, 301
retaining, 315, 319
taxes, 346, 356
training, 292–293, 294
vesting stock 

ownership, 321
Employer Identifi cation 

Number (EIN), 340, 355
Employer Services Assurance 

Corporation, 289
Employer’s Tax Guide, 357
employment taxes, 354–358
The E-Myth Revisited: Why 

Most Small Businesses 
Don’t Work and What to 
Do About It (Gerber), 398

e-newsletters, 231–232
enrolled agents (EAs), 352
Enroning fi nancials, 133
entertainment expenses, 359
entrepreneurs

advantages/disadvantages, 
1, 17, 28, 29–30

characteristics, 11–12, 
17–22, 377–378, 389–390

defi nition, 16
exceeding limitations, 

378–379
motivators, 293
replacing, 379–380
resources for, 2

equal-opportunity 
statement, 308

equipment, 141, 152
equity, sharing, 319–321. 

See also employee 
ownership; partnerships

errors and omissions (E&O) 
insurance, 351

The ESOP Association, 322
ESOPs (Employee Stock 

Ownership Plans), 
321–322, 371

ethics, business, 310
E-Verify system, 288
The Executive 

Committee, 274
exit interviews, 238, 304
expenses

controlling, 179, 180, 
264–268, 310, 384

described, 13, 138
fi xed/variable, 179–180
managing, 373
tax-deductible, 22, 358–359

experience modifi cation 
factor, 166, 267

• F •
Facebook, promotion via, 

207, 212
failure, business, 24, 237, 

247, 271. See also 
mistakes, business
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family, business 
involvement, 28–30, 
82–83, 100, 126, 128

Family and Medical Leave 
Act, 341

Federal Licensees, 87
Federal Trade Commission 

(FTC) regulation, 
144, 147

fi ctitious name form, 338
Fidelity, 401(k) 

investments, 317
fi ling documents, 

electronic, 224
fi nances, business, 13–14, 

28, 74, 77–79, 84–91, 
159, 225–226. See also 
budgeting

fi nances, personal
assessment, 30–34
benefi ts, 36–40
budgeting, 181
overview, 27–30
post-launch, 40
spending and cash, 34–35

fi nancial records. See also 
balance sheet; profi t and 
loss statement (P&L)

benefi ts of, 245, 256, 353, 
383–384

cost of, 254–255
days in receivables, 

141, 176, 259, 263
debt-to-equity ratio, 258
Enroning, 133
evaluating, 138–143, 

255, 256
gross margin, 250, 257–258
inventory turn, 259
return on equity, 257
return on sales, 257
for selling a business, 384
sharing with employees, 384

fi ring employees, 
304–306, 387

fi scal year, 175
504 Loan Program, 87
fi xed assets for fi nancing 

company purchase, 
141, 152

fi xed expenses, 179
fl exible benefi t plans, 330–332
fl exible employee 

schedules, 330
fl oor planning, 85
forecasting, 180–181, 

265–266, 384–385
401(k) retirement plans, 

315, 316–317, 319
403(b) retirement plans, 317
Franchise Advantage 

website, 229
franchises, 123–125, 

144–148. See also 
multilevel marketing

friends, involvement in 
business, 82, 83, 126, 128

FTC (Federal Trade 
Commission) 
regulation, 144, 147

• G •
gain-sharing, 295
game-breaker employees. 

See key employees
general ledger, 177
general partnerships, 98
General Sports 

Corporation, 185
Gentes, Jim (Giro), 41
geography, focus of, 68
Gerber, Michael (author), 2
goals, setting for employees, 

297–299, 301
going public, 396
Golden Rule of 

Bootstrapping, 82–83
good debt, 31
goodwill, 143, 152
government programs, 

small-business, 54–55
government regulation

dealing with, 6, 189, 
333–334, 337–338, 365

employee, 335, 346, 365
federal, 340–341
insurance, 323–324, 340, 341

licenses, 168, 334, 335–336, 
339, 340

local, 335–339
state, 55, 87–88, 90, 147, 

167–168, 336, 339–340
grocery business, profi t 

returns, 256
gross margin, 250, 257–258
Groupon, 207
grow or die, 396
growth of business

challenges, 361–362, 377
fastest growing, 52, 118
fi nancing, 85
healthy/unhealthy, 364, 372
overview, 6
real, 237
stages, 362–364
too much, 363

• H •
Hallmark card shop 

example, 50
handwritten notes to 

customers, 241
Health Care and Education 

Reconciliation Act 
(2010), 323–324

health insurance, 32, 36–37, 
267, 313–314, 322–326, 341

health maintenance 
organizations (HMOs), 
324–325

health regulations, 339
health savings accounts 

(HSAs), 37, 324, 325–326
hiring

children of owner, 357–358
discrimination in, 

308, 340–341
interviewing, 286, 287, 

290–291, 395
legal residency 

verifi cation, 288
mistakes, 386–387
process, 286–288, 290–291, 

394–395
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hiring (continued)

replacement for 
entrepreneur, 379–380

rules for, 387
HMOs (health maintenance 

organizations), 324–325
hooks, business, 214–215
hourly employee 

compensation, 295
HR directors, 366
HSAs (health savings 

accounts), 37, 324, 
325–326

human resources (HR), 
169, 365–366, 386. 
See also employees

hybrid employee 
compensation plans, 295

• I •
icons used in book, 7–8
idea, business, 12, 41, 42, 

46–49, 50–53
ideas, product, 41, 43–46, 140, 

193–194, 334, 342–345
illiquid investment, 151
Inc. magazine, 52, 80, 118
income statement. See profi t 

and loss statement
Incorporating Your Business 

For Dummies 
(The Company 
Corporation), 97

incorporation, 96, 97, 101–102. 
See also corporations

incubators, business, 
91, 281, 336

independent agents, 
170, 215, 216–217

independent contractors, 
346, 356–357

indirect distribution of 
products, 199, 202–203

infl ation-based budgeting, 
181, 265–266

initial public offering, 396
Institute of Business 

Appraisers, 152

insurance, business
business interruption, 165
disability, 32, 37, 313, 

327–328
errors and omissions 

(E&O), 351
government regulation, 340
health, 32, 36–37, 267, 

313–314, 322–326, 341
liability, 98, 164–165, 267
life, 32, 38, 83, 313, 328
property damage, 165
quotation service, 38
reviewing, 164
theft, 165
from trade associations, 280
unemployment, 340
worker’s compensation, 

164, 165–166, 267, 340
insurance, personal, 32–33, 

37–39
intellectual property, 

140, 334, 342–345
intermediaries, 121–123, 

150, 154
Internal Revenue Service 

(IRS), 156, 173, 326, 349, 
355, 357. See also taxes

Internet
advertising on, 212–213
business advice on, 282
e-mail marketing, 

206–208, 230
employee training, 293
sales, 47, 201, 203, 204
social media, 207, 212

interviews of 
prospective employees, 
287, 290–291, 395

invention of new business 
idea, 41, 43–46

inventory
cash fl ow/profi tability, 

effect on, 260
in company purchase, 

141–142, 152
described, 141
lending based on, 85

managing, 225, 259–261
tracking, 173, 176, 225

inventory turn, 259
Investigate icon, explained, 8
Investing For Dummies 

(Tyson), 74
investing in another’s 

business, 26
investment brokerage 

fi rms, loans from, 86
IRS (Internal Revenue 

Service), 156, 173, 
326, 349, 355, 357. 
See also taxes

isolation of business 
owner, 271

• J •
JAMS (medication 

service), 188
job costing, 177
job descriptions, 

287, 299–300, 301
journals, 172
junk mail, 199–200, 206, 

224, 230

• K •
Kelleher, Herb (Southwest 

Airlines), 394
Keogh retirement plans, 36, 

314, 315–316, 319, 356
key employees

of business being 
purchased, 133–135, 143

family and medical 
leave, 341

hiring, 285–286, 288, 312, 
392–393

tool adoption, 369

• L •
L. L. Bean, 203
Land’s End, 203
large businesses, 115, 151
lawsuits, 234, 346
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lawyers, 186–187, 188
leadership, as business 

evolves, 376–377
learning, importance of, 

397–398
leasing business property, 

86, 91, 144, 158, 
167, 199

leasing employees, 289
leaving the business, 

planning, 395–396
ledgers, 172
legal business entities, 

15, 64, 96–98, 159, 
341, 353, 359–360

legal residency of potential 
employees, 288

letters of credit, 85
leverage, 285
liabilities, 13, 97–98, 101–104, 

155, 252, 360
liability insurance, 33, 98, 

164–165, 267
licenses, business, 168, 334, 

335–336, 339, 340
liens, verifying status, 

155, 158
life insurance, 32, 38, 83, 

313, 328
lifestyle, infl uence on 

business selection, 118
limited liability 

corporations (LLCs), 
103–104, 353

limited partnerships, 98
line of credit, 85
LinkedIn, 229
liquidity, 258
LLCs (limited 

liability corporations), 
103–104, 353

loans
business plan as tool for 

obtaining, 61, 62, 65, 71
for buying a business, 

110, 115–116, 118–119, 
155, 158

lender evaluation, 392
sources, 54, 82, 83, 86–88, 

184–185

Loans and Grants Search 
tool, 87

local government 
regulation, 336–337, 
338–339

location, establishing, 12
loneliness of small 

business, 91, 93, 385
long-term disability 

insurance, 32, 37, 313, 
327–328

long-term leases, 167
loss, calculating, 196
loss leaders, 195

• M •
magazines, 52, 80, 118, 153, 

211–212, 282, 337
mailing lists, 199–200, 206, 

224, 230
mailing services, 

computer, 224
mail-order catalogs, 201
management by objective 

(MBO), 370. See 
also goals, setting 
for employees

managerial defect list, 379
managers, 309–310, 369–373, 

376–378, 397
manual accounting, 

171, 172–173
Manufacturer’s Agents 

National Association, 217
manufacturer’s 

representatives, 
170, 215, 216–217

manufacturing, 
outsourcing, 169

manufacturing businesses, 
47, 118, 150, 169, 268

margin, 194–195, 250, 
257–258, 264, 268–269

market penetration 
pricing, 198

market research, 
12, 66–70, 194

market share, 198

marketing
described, 5, 192
e-mail, 206–208, 230
importance, 191, 386
learning, 191, 219
mistakes, 386
objectives, 195
one-to-one, 230
online, 229–232
person responsible, 192
planning, 66–70
products, 230
selling benefi ts, not 

features, tactic, 200, 218
subsets, 386
targeting, 204
of technology, online, 

229–232
Marriott, 58
Mary Kay, 58, 127–128
mass mailing, 199–200, 206, 

224, 230
MBO (management by 

objective), 370. 
See also goals, setting 
for employees

meal expenses, 359
media, advertising via, 

68, 207–213, 286, 287. 
See also promotion

mediation, 188
medical insurance, 

32, 36–37, 267, 313–314, 
322–326, 341

Medicare taxes, on self-
employment income, 39

meeting the competition 
pricing strategy, 198

members, LLC, 103
mentors, 7, 272–274
microloan programs, 88
Minority Business 

Development Agency, 
U.S. Deptpartment of 
Commerce, 90

minority funding 
resources, 90

minority shareholders, 93, 
320. See also employee 
ownership; partnerships
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mission statement, 57–60, 
64, 159, 308

mistakes, business, 
241, 383–390

MLM (multilevel 
marketing), 126–128

model companies, 
evaluating, 67

money, 168, 246–247, 254, 
348, 394

monthly payrolls, 
records, 173

moonlighting, to 
minimize risk, 24

multilevel marketing 
(MLM), 126–128

multiple of earnings valuing 
method, 151–152

multiple of revenue valuing 
method, 150

multiple ownership, 
93–94, 95

• N •
NAIC (National Association 

of Insurance 
Commissioners), 166

name of business, 
establishing, 12, 334

NASDAQ (National 
Association of 
Securities Dealers 
Automated Quotation 
system), requirements 
for listing, 95

National Association for 
the Self-Employed 
(NASE), 280

National Association of 
Insurance Commissioners 
(NAIC), 166

National Association of 
Women Business 
Owners (NAWBO), 280

National Bankers 
Association (NBA), 90

National Business 
Incubation Association 
(NBIA), 91, 281

National Federation of 
Independent Business 
(NFIB), 280

National Small Business 
Association (NSBA), 280

National Trade and 
Professional Associations 
of the United States 
(Sheridan, et al.), 280

NAWBO (National 
Association of Women 
Business Owners), 280

NBA (National Bankers 
Association), 90

NBIA (National Business 
Incubation 
Association), 91, 281

NDAs (nondisclosure 
agreements), 
140, 342–343

negative word-of-mouth, 233
net worth, 13, 30–31, 252
network companies, 126–128
networking

via business incubator, 91
described, 204
during early stages of 

business, 208
online, 229–230
organizations, 204, 274–275
peer, 44, 274–275, 336
process, 204–205

networking, computer, 223
New York Stock Exchange 

(NYSE), requirements 
for listing, 95

news releases, 214
newsletters, online, 231–232
newspaper advertising, 

209–210
NFIB (National Federation 

of Independent 
Business), 280

niches, business, 398
Nolo Press, 44

noncompete clause, 155
nondisclosure agreements 

(NDAs), 140, 342–343
nonprofi t organizations, 

retirement options, 317
NSBA (National 

Small Business 
Association), 280

NYSE (New York Stock 
Exchange), requirements 
for listing, 95

• O •
off-balance-sheet assets, 

143, 152
offi ce appearance, 

evaluating, 375–376
oil change example of 

customer service, 238
OK (Opportunity 

Knocks), 275
one-to-one marketing, 230
online banking, 225–226
online ordering of 

products, 223
online payments, 223
open-book management, 373
open-ended interview 

questions, 290–291
operating agreements, 

LLC, 104
operating income, 139
operational issues, 5, 277
Opportunity Knocks 

(OK), 275
order-entry service 

website, 223
organization charts, 

306–307, 310, 390
outplacement services, 306
outsourcing fi nances, 78, 

80, 84–90
outsourcing work, 

168–170, 215
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owners of small businesses. 
See also entrepreneurs

advantages/
disadvantages, 21–24

compensation, 22, 157
consulting prior, 160
education, 114, 115
as employees, 355
exiting business, 395
as most important 

resource, 55–56, 61
research on, 133–135
responsibilities, 163, 397
resumes, 392
skills transferable from 

other work, 115
transition to manager, 397

ownership, sharing, 
319–321. See also 
employee ownership; 
partnerships

ownership forms. See also 
legal business entities

sole ownership, 90–93
shared ownership, 93–95
going public, 95–96

own-occupation disability 
policies, 328

• P •
P&L. See profi t and loss 

statement
participatory management, 

370–371
Partnership Agreements, 

98–99, 279
partnerships, 82, 94, 

98–100, 277–279, 353
part-time business, 24, 35
part-time employees, 

retirement benefi ts, 315
patent protection, 334, 344
Patient Protection and 

Affordable Care Act 
(PPACA), 323–324

payables, 13, 142, 176
paycheck, emotional 

dependence on, 28
pay-for-performance 

employee 
compensation, 295

payment arrangements, 
online, 223

payroll systems, 173, 174, 176
payroll taxes, 347–348, 

353, 355
peer networking, 

44, 274–275, 336
pension plans, 314
PEOs (professional 

employer 
organizations), 289

perceived value, 197
percentage-increase 

budgeting, 181, 265–266
performance expectations, 

287, 299–300, 301
performance reviews, 

employee, 301–303
permits, business, 168, 334
Personal Finance For 

Dummies (Tyson), 
40, 319

personal inventory, 379
personal life, suffering due 

to business demands, 
28, 29–30

personal service 
corporations, tax 
implications, 353, 359

Peter Principle, 378
Player, Gary (golfer), 393
playing the spread, 84
point-of-sale programs, 260
Post-it Notes, 25
PPACA (Patient Protection 

and Affordable Care 
Act), 323–324

PR (public relations), 
68–69, 213–215

preferred provider 
organizations (PPOs), 
324–325

premium pricing strategy, 198
President’s Resource 

Organization (PRO), 275
press releases, 69
price quotes from service 

suppliers, 267
price-earnings ratio, 

151–152
pricing products, 67, 69, 

178–179, 194–198, 
241, 269

principles, business, 310
private labeling, 203
PRO (President’s Resource 

Organization), 275
pro forma profi t and loss 

statement. See profi t 
and loss statement

process analysis, 373
product development, 

192–195, 197–198. See 
also ideas, product

product-driven 
companies, 218

products
defi ning benefi ts, 68
demand for, 196
distribution, 199–203, 206, 

224, 230
investigating 

competition, 197
marketing, 230
online ordering, 223
pricing, 67, 69, 178–179, 

194–198, 241, 269
support, 241

professional employer 
organizations (PEOs), 289

profi t and loss statement 
(P&L)

described, 74, 138, 249
evaluating, 138–140, 157, 

249, 251–252, 255, 364
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408 Small Business For Dummies, 4th Edition 

profi t and loss statement 
(P&L) (continued)

example, 250, 255
format, 250, 251
producing, 73, 74, 250–251
timing, 249

profi tability
defi ned, 75, 246, 264
increasing, 178–179, 

264–265, 384
inventory, effect on, 260
sales and, 178, 270

profi ts
cash compared to, 394
customer loyalty, effect 

on, 237
described, 13, 196, 394
forms, 246–247
shrinking, 363

promotion
costs, 206, 207
described, 203–204
during early stages of 

business, 208
e-mail marketing, 

206–208, 230
media advertising, 68, 

207–213, 286, 287
referrals, 183, 205, 206, 208
via social media, 207, 212

property damage 
insurance, 165

psychological care 
benefi ts, 329

public relations (PR), 
68–69, 213–215

publicity, 68–69, 213–215
publicly-owned companies, 

90, 95, 96, 396. See also 
stock, company

pyramid schemes, 125, 126

• Q •
qualifi ed prospects, 200
quality circles, 371
quality standards, 310

• R •
radio advertising, 210
real estate, government 

regulation, 337, 338–339
real growth, 237
receivables. See 

accounts receivable
recordkeeping. See 

fi nancial records
reengineering, 373
references, potential 

employee’s, 287
referrals

business, 183, 205, 206, 208
employee, 286, 287

Reichheld, Frederick 
(consultant), 237

relationship building, 202, 218
relationship customers, 113
relationship investing, 82, 83
Remember icon, explained, 7
renovations to place of 

business, 339
rental of business property, 

91, 144, 158, 167, 199
repackaging, 202–203
reps, manufacturers’, 

170, 215, 216–217
reserve capital, 78
restaurant businesses, 

available for sale, 118
restructuring stage, 

363–364, 372
resumes, 286, 287, 392
retail distribution, 199
retailers, 46–47, 118, 150, 

199, 202, 268
retirement benefi ts

communicating value 
to employees, 319

effect on personnel 
costs, 315

government regulation, 334
importance, 318
of independent 

contractors, 356

part-time employees, 315
plans, 22, 33, 36, 

314–319, 356
from previous employer, 36
for self-employed, 

36, 314–316, 319, 356
tax implications, 315
value, 313–314

return on equity (R.O.E.), 257
return on sales (R.O.S.), 257
revenues, 138, 353
risk, 24, 51, 61, 71–72, 109, 

188–189
R.O.E. (return on equity), 257
R.O.S. (return on sales), 257
royalties, franchise, 123, 146
Ryze (website), 229

• S •
S Corporations, 103, 353, 

354, 360
safety regulations, 339
sales

compensation for, 
216, 218, 295

customer service and, 
240–241

described, 5, 13, 70, 192, 
215, 257, 386

excessive growth, 372
in-house, 215–216, 217
increasing, 218–219, 

264–265, 269–270
Internet, 47, 201, 203, 204
by manufacturers’ reps, 

170, 215, 216–217
outsourcing, 170, 215
profi tability and, 178, 270
shrinking, 363

sales aids, vendor, 183
sales taxes, 338, 339
sales-driven companies, 

218–219
savings, personal, 31, 33–35
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Savings Incentive Match 
Plans for Employees 
(SIMPLE) retirement 
plans, 315, 317–318, 319

SBA (Small Business 
Administration), 54–55, 
82, 84, 86–87, 90, 226

SBDCs (Small Business 
Development Centers), 
54, 281, 337

SBICs (Small Business 
Investment Companies), 
82, 84, 87

scams, online banking, 226
scanners, 225
Schell, Jim (author)

books by, 2–8
business networking 

organization, 275
defi nition of superstar 

employees, 392
experience, 2, 35, 81, 115, 

185, 193, 398
hours worked, 393
location, 215
view of mission 

statements, 57
Schenck, Barbara (Small 

Business Marketing For 
Dummies), 207, 219, 386

Schwab, Charles, 22
SCORE (Service Corps of 

Retired Executives), 
54, 282

Section 125 plans, 330–332
Section 179 deduction, 358
SelectQuote insurance 

quotation service, 38
self-employment income, 315
seller fi nancing, 155
selling a business, 96, 380, 

384, 396
selling benefi ts, not 

features, tactic, 200, 218
selling prices, tracking, 152

SEP-IRAs (Simplifi ed 
Employee Pension 
Individual Retirement 
Accounts), 36, 314, 
315, 356

service businesses, 47, 118
Service Corps of Retired 

Executives (SCORE), 
54, 282

shared ownership, 93–94, 95
shopping, online, 223
SIMPLE (Savings Incentive 

Match Plans for 
Employees) retirement 
plans, 315, 317–318, 319

Simplifi ed Employee Pension 
Individual Retirement 
Accounts (SEP-IRAs), 
36, 314, 315, 356

single-entry record-
keeping, 175

SKUs (stock keeping units). 
See inventory

Small Business Administration 
(SBA), 54–55, 82, 84, 
86–87, 90, 226

Small Business 
Development Centers 
(SBDCs), 54, 281, 337

Small Business For Dummies 
(Tyson & Schell), 2–8

Small Business Investment 
Companies (SBICs), 
82, 84, 87

Small Business Marketing 
For Dummies (Schenck), 
207, 219, 386

Small Business Sourcebook 
(Gale), 120, 211, 256, 
282, 336

SMART goal-setting 
strategy, 297–298

smartphones, 222–223
social media, promotion 

via, 68, 207, 212

Social Security, disability 
coverage, 327

Social Security 
integration, 316

Social Security taxes, 
39, 355, 356

soft assets, 143, 152
software

accounting, 171, 172, 174, 
176–178

business plan, 74
communication, 223, 224
documentation, 224
inventory management, 

225, 260
mailing services, 224
management tool, 369
profi t return, 256
spreadsheet, 73–74, 224
tax preparation, 349

sole ownership, 92–93
sole proprietorships, 

98, 353, 357–358, 360
Southwest Airlines, 394
spam e-mail marketing, 206
spending, reducing, 179, 180, 

264–268, 310, 384
spreadsheets, computer, 

73–74, 224
stagnation, 363, 396
standard partnerships, 98
start-up costs, 77–79
start-up years, 362, 366
state government regulation, 

55, 87–88, 90, 147, 
167–168, 336, 339–340

stock, company, 
92, 320–322, 371

stock keeping units (SKUs). 
See inventory

strategic issues, 277
substance abuse policies, 309
success, business, 41–43, 

391–398
success-sharing, 295
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superstar employees. See 
key employees

suppliers, evaluating for 
business purchase, 143

supply and demand, 196
support, building into 

pricing, 241
sweat equity, starting 

business with, 24
symbols used in book, 7–8

• T •
T. Rowe Price, 33, 317
TAB (The Alternative 

Board), 274
tax professionals

after business purchase, 160
during business purchase, 

142, 153, 157, 159
hiring, 350–352
on legal entity, 103, 341
in planning business, 73
reasons for, 347–348
role of, 188
tax preparation by, 173, 355

taxes
audits, 315, 348, 353
business, complexity, 

347–348
deductions, 22, 358–359
depreciation, 141, 143, 

156, 358, 359
employee-related, 37, 323, 

346–347, 354–358, 360
government requirements, 

334–335
HSA information, 326
income, 339, 340
legal entities, implications, 

353, 354, 359–360
overview, 6
paying on time, importance, 

166, 348, 355
payroll, 347–348, 353, 355

planning, 351
preparation software, 349
preparing personally, 173
property, 338
recordkeeping, 

importance, 353
resources on, 349, 357
retirement benefi ts, 36, 315
sales, 338, 339
on self-employment 

income, 39
sheltered accounts, 37, 317
shifting revenues, 353
Social Security, 39, 355, 356
spending decisions, effect 

on, 358–359
understanding, value of, 

348–349
verifying paid status for 

business purchase, 158
Technical Stuff icon, 

explained, 8
technology. See also 

software
business effi ciency, 222–226
inventory tracking, 260
online marketing, 229–232
online research, 226–229
in place of employees, 266
problem of keeping up 

with, 6
telecommuting, 330
telephone service, reducing 

cost, 267
television advertising, 

210–211
term life insurance, 38, 328
Term4Sale insurance 

quotation service, 38
thanking customers, 241
theft, 165, 199, 260
theft insurance, 165
3M, 25, 58
time, problems caused by 

limited, 28

time management, 222–223, 
367, 368

time off benefi ts, 39, 329–330
Tip icon, explained, 7
Total Quality Management 

(TQM), 372–373
trade associations, 226–227, 

256, 259, 279–280, 292, 
297, 336

trade publications, 
153, 211, 337

Trade Show News Network, 
201–202

trade shows, 201–202
trademark protection, 

334, 344
training, 183, 292–294, 

378, 388–389. See 
also education

transition period, 
363–364, 372

travel expenses, 359
Tribe.net, 229
troubleshooting, 372–376
True Story icon, explained, 7
tuition reimbursement for 

employees, 292
Twitter, promotion via, 

207, 212
Tyson, Eric (author)

books by, 2–8, 40, 319
experience, 2, 35, 81, 193, 

335–336, 398
fee structure for fi nancial 

counseling, 280

• U •
unemployment insurance, 340
Uniform Franchise Offering 

Circular (UFOC), 
144–145, 147

United Inventors 
Association (UIA), 44
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universal life insurance, 
38, 328

U.S. Copyright Offi ce, 
344, 345

U.S. Patent and Trademark 
Offi ce (USPTO), 
44, 46, 344

• V •
vacation benefi ts, 39, 329–330
values, business, 310
valuing a business, 150–154
Vanguard, 33, 41, 317
variable expenses, 179–180
variable life insurance, 

38, 328
vendors, 67, 71, 182–183, 

202, 261, 292
venture capitalists, 82, 84, 

88, 89, 94
vested retirement savings, 

36, 316

vesting employees for stock 
ownership, 321

Vistage International, Inc., 274

• W •
waiting period, disability 

insurance, 328
Waitt, Ted (Gateway 2000), 81
The Wall Street Journal, 120
Wal-Mart, 179
Walton, Sam (Wal-mart), 

55–56, 179, 391
Warning icon, explained, 7
war chest, building, 34–35
web-based commerce, 

47, 201, 203, 204
websites, company, 

212, 223, 226
Welch, Jack (General 

Electric), 14
whole life insurance, 38, 328
wholesalers, 47, 118, 202, 268

Winfrey, Oprah, 22
word-processing tasks, 224
word-of-mouth, negative, 233
workaholism, risk of, 24, 29
worker’s compensation 

insurance, 164, 
165–166, 267, 340

work-from-home 
businesses, 128–129

working capital, 78

• Y •
Yellow Pages business 

listings, 118, 209

• Z •
zero-based budgeting, 

181, 265–266, 384
zoned advertising, 209
zoning regulation, 338–339
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