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Acquiring business, 134, 179
Adhesion principle, 43
ADP (Automatic Data Processing,

Inc.), 109, 117
Advance speaking requirements

template, 166–167
Advertising:

overview of, 45–46
sample of, 46–47

Agent, literary, 134, 135, 
146–147

Agreement on next step, gaining,
42

Airline clubs, 63–64, 
65

Alliances:
characteristics of, 188–189
checklist, 189–190
example of, 190–191

Appearance, 42
Apple computers, 4
Article, generally:

publishing, 129–133
template, 133

Article, writing:
checklist, 98–99
overview of, 98
template, 100

Associations:
checklist, 56–57
purpose of, 55–56

Attorney:
contracts and, 128
incorporation and, 120, 

121
selecting, 10, 12
trademark and, 122, 123

Automatic Data Processing, Inc.
(ADP), 109, 117

Biographical sketch, 24–26
Bookkeeper, 10
Bookkeeping checklist, 115–116
Book proposal template:

audience, 142–143
competitive market, 144–145
introduction, 141–142
marketing, 143–144
other considerations, 145–146
table of contents, 138–141

Book publishing:
checklist, 134–135
ISBN and ISSN numbers, 184
letter to literary agent

template, 146–147
overview of, 134
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Book publishing (Continued)
proposal template, 138–146
template, 136–137

Budget:
for professional assistance,

11–12
for setting up office, 2

Business, acquiring, 134, 
179

Business card, 24
Business name, 121

Calendar, 13
C corporation:

description of, 120
taxes and, 108

Cell phone, traveling with,
67–68, 69

Character reference, 26
Client file checklist, 4–5
Client satisfaction survey

template, 91–92
Closing sale:

checklist, 50
overview of, 49–50
questions for, 220–221
tips for, 51

Clubs:
checklist, 64–65
joining, 63–64

Coaching:
checklist, 85
fees for, 85–86
overview of, 84
rules of engagement template,

86–87

Cold calling:
bibliography, 209–210
checklist, 37
overview of, 35–36
script for, 38
tips for, 37

Cold call letter:
overview of, 39
template, 40

Computer, 3, 4
Concierge service, 68
Contextual connection, 

43
Contracts:

boilerplate, 127
checklist, 126–127
equipment lease and

maintenance, 128
overview of, 126
professional speaking, 

165–166
Copier, 2
Copyright, 124–125
Credit line:

checklist, 114
overview of, 113
personal banking relationship

and, 114
Culture, 84

DataBack Systems, 22, 170
Debriefings:

buyer as object of, 88–89
checklist, 88
importance of, 87

Deliverables, 89
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Disability insurance, 6, 9
Distance power, 43
Dress for meeting, 42
Drucker, Peter, 188

E-mail:
checklist, 20–21
mass mailing, 22
overview of, 20

Epstein, Joseph, 62
Equipment requirements:

checklist, 2–3
insurance and, 7
overview of, 1–2

Errors and omissions insurance,
6–7

Expense reimbursement, 95, 
96

Expenses, categories for, 
116

Fax machine, 2
Fee setting:

checklist, 48–49
overview of, 48
for professional speaking, 

152
for retainers, 191–192
value and, 48–49, 89

Files:
for articles, 55
checklist, 4–5
storage cabinet for, 14

Financial planner, 10, 
113

First class, flying, 66

Focus groups:
checklist, 78–79
overview of, 77–78
participation in and size of,

79–80
rules template, 80–81

Follow-up letter:
for failure to make contact, 

105
for new prospect, 104

Forecasting:
checklist, 174
overview of, 173–174
qualifying system template,

175–177
template, 175
uses of, 174–175

Forms:
expense reimbursement, 95,

96
invoice, 93–94
overdue payment, 95, 97–98

Fulfillment balance, 195
Furniture, 13

“Gold standard” for acquiring
business, 134

Graphics designer, 11
Growth of consulting practice, 

S-curve scenario of, 196,
197

Harvard Business Review, 55
Hawthorne Effect, 82
Health club, 64
Homeowner’s insurance, 7
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Hosting radio show, 149
Hotel frequent-guest programs,

68, 69

Income, categories for, 116
Incorporation:

checklist, 120–121
overview of, 119–120

Ingram Book Group, 136
Inquiry letter template, 132–133
Insurance:

brokers, 8–9
checklist, 7–8
overview of, 6–7

Intellectual property, protecting,
122–125

International business:
checklist, 186–188
importance of, 186

Internet access, 4
Interview response template, 

150
Interviews in print or on

broadcast media:
interview response template,

150
overview of, 147–149
radio interview request

template, 151
Interviews of client employees:

checklist, 75–77
overview of, 75
value of, 77

Investment:
checklist, 110–111
overview of, 109–110

Invoice, 93–94
ISBN and ISSN numbers, 

184

Letters, templates for:
of agreement, 34–35
to literary agent, 146–147
to magazine editor, 100–101
to trade association director,

162–163
to visitors or convention

bureau, 163–164
Liability insurance, 6
Life balance:

checklist, 194–195
contentment and, 195–196
overview of, 193–194

Limited liability company:
description of, 120
taxes and, 108

Limo, hiring, 68
Listings, 45–46
Listserv provider, 22
Loan, documenting, 114
Long-term care insurance, 

6

Magazine editor, template for
letter to, 100–101

Malpractice insurance, 6–7, 
9

Market gravity, 129
Mass e-mail, 22
Media kit, 22–23
Meeting preparation checklist,

41–42
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Microsoft Office, 4
Monthly files, 14

NameSecure, 19
National Speakers Association,

152
Networking:

checklist, 43–44
follow-up note, 44–45
overview of, 43
as process, 44

Neutrality, maintaining, 75
Newsletter:

audience for, 171
checklist, 170–171
format template, 171–172
overview of, 169–170
subscription offer template,

172–173
Nexus people, 43

Objections:
categories of, 59–60
checklist for rebutting, 58–59
questions for rebutting,

213–214
rebutting, 57–58

101 Questions, see Questions for
sales situation

On-site observation:
checklist, 82–83
culture and, 84
overview of, 81–82

Organization:
client file checklist, 4–5
meeting preparation, 41–42

of press kit, 23
time and space allocation,

12–15
Overdraft protection, 113, 

118
Overdue payment, 95, 97–98

Palm PDA, 14
Passive income:

checklist, 183–184
opportunities for, 182–183

Paychex, Inc., 109, 117
Payroll service:

checklist, 117
overview of, 116–117
taxes and, 109

Perception, 75
Permission to use copyrighted

material, 124
Personal banking relationship,

113, 114
Personal umbrella coverage, 

7
Philadelphia Indemnity, 9
Phone, see also Cell phone,

traveling with
requirements for, 2
talking on, 37
voice mail, 15

Pitney Bowes, 4
Plagiarism, 124
“Platinum standard” for

acquiring business, 134, 179
Position paper:

sample, 222–226
writing, 24
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Postage meter, 3, 4
Press kit:

checklist, 23
overview of, 22–23
position paper and, 24

Printer, 11
PR LEADS, 147
Professional assistance:

checklist, 10–11
cost of, 11–12
overview of, 9

Professional development,
reading materials for, 
53–55

Professional speaking:
advance speaking requirements

template, 166–167
checklist, 152–153
contract template, 165–166
letter to trade association

director template, 162–163
letter to visitors or convention

bureau template, 
163–164

as marketing technique,
151–152, 153

promoting public speaking
template, 157–161

speakers bureau inquiry letter
template, 161–162

speaking requirements sheet
template, 167–168

speech development template,
154–155

speech evaluation form, 
156

speech evaluation template, 
155

speech introduction template,
168–169

Project delivery:
coaching, 84–87
debriefings, 87–89
focus groups, 77–81
interviews, 75–77
on-site observations, 81–84
reports, 89–92
sponsors, 73–75

Promoting public speaking
template, 157–161

Proposal:
for article or column, 130
for book, 138–146
checklist, 27–28
conceptual agreement and, 

28
overview of, 26–27
template for, 28–32

Proposal cancellation clauses
template, 33–34

Protecting intellectual property,
122–125

Provident Life, 9
Publishing:

article or column, 129–133
bibliography, 210

Publishing book:
checklist, 134–135
ISBN and ISSN numbers, 

184
letter to literary agent

template, 146–147
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overview of, 134
proposal template, 138–146
template, 136–137

Qualified benefit plan, 111
Qualifying system template,

175–177
Questions for sales situation:

assessing value, 216–217
determining budget range,

217–218
establishing metrics, 215–216
establishing objectives,

214–215
finding economic buyer,

212–213
going for close, 220–221
guidelines for use, 211
increasing size of sale, 

219–220
most vital, 221
preventing unforeseen

obstacles, 218–219
qualifying prospect, 212
rebutting objections, 213–214

R. R. Bowker Company, 184
Radio interview request template,

151
Radio show, hosting, 149
Radio-TV Interview Report,

147–148
Reading materials:

bibliography, 207–210
checklist, 54–55
overview of, 53–54

Rebutting objections:
categories and, 59–60
checklist, 58–59
overview of, 57–58
questions for, 213–214

References, 24, 26
Referrals:

asking for, 177, 179
checklist, 178–179
request template, 179

Registration, 122–123, 204–205
Reinvention:

brand and, 198
checklist, 196–198
overview of, 196

Renter’s insurance, 7
Repeat business:

checklist, 180–181
importance of, 180
suggestion template, 

181–182
Reports:

appearance of, 91
checklist, 90
overview of, 89

Retainers, 191–192
Retention of files, 5
Retirement:

checklist, 112
overview of, 111–112
withdrawal of funds for,

112–113
Road warrior support:

checklist, 69–71
overview of, 69
tips for, 71–72
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Sales taxes, 108
S corporation, see Subchapter 

S corporation
Script for cold call, 38
S-curve scenario of consulting

practice growth, 196,
197

Self-publishing, 134, 136
Selling firm:

checklist, 199–200
overview of, 198–199
planning ahead for, 

201
SEP-IRA, 112
Service mark, 122–123, 125,

204–205
Setback, learning from:

checklist, 61
moving on, 62
overview of, 60

Setting up office, 2–3
Signatory authority, 118
Signature file, 20, 21–22
Smiling while talking on phone,

37
Software, 3, 4
Speakers bureau inquiry letter

template, 161–162
Speaking contract template,

165–166
Speaking requirements sheet

template, 167–168
Speech, giving, see Professional

speaking
Speech development template,

154–155

Speech evaluation form, 156
Speech evaluation template, 

155
Speech introduction template,

168–169
Sponsors:

checklist, 74
overview of, 73–74
tips for, 75

Staples, 4
State taxes, 107–108
Subchapter S corporation:

description of, 120
taxes and, 108

Subcontracting:
alliance compared to, 

189
contract template, 102–103
overview of, 101

Talking on phone, 37
Taxes:

checklist, 108–109
overview of, 107–108

Tax professional, 10
Teleconference template, 

185
Telephone, see also Cell phone,

traveling with
requirements for, 2
talking on, 37
voice mail, 15

Templates:
advance speaking

requirements, 166–167
article, 100, 133
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book preparation, 136–137
book proposal, 138–146
client satisfaction survey,

91–92
coaching rules of engagement,

86–87
cold call letter, 40
expense reimbursement, 95, 

96
failure to make contact follow-

up, 105
focus group rules, 80–81
forecasting, 175
inquiry letter, 132–133
interview response, 

150
invoice, 94
letter of agreement, 34–35
letter to literary agent,

146–147
letter to magazine editor,

100–101
letter to trade association

director, 162–163
letter to visitors or convention

bureau, 163–164
networking follow-up note,

44–45
new prospect follow-up, 

104
newsletter format, 171–172
newsletter subscription offer,

172–173
overdue payment, 97–98
promoting public speaking,

157–161

proposal, 28–32
proposal cancellation clauses,

33–34
qualifying system, 175–177
radio interview request, 

151
referrals request, 179
repeat business suggestion,

181–182
speakers bureau inquiry letter,

161–162
speaking contract, 165–166
speaking requirements sheet,

167–168
speech development, 

154–155
speech evaluation, 

155
speech introduction, 168–169
subcontracting contract,

102–103
teleconference, 185

Testimonials, 24
Time and space allocation:

checklist, 13–14
overview of, 12–13
tips for, 14–15

Time balance, 194
Trade associations:

checklist, 56–57
purpose of, 55–56

Trademark, 122–123, 125,
204–205

Trademark attorney, 12
Transportation and lodging

checklist, 66–68
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Travel:
clubs, 63–65
international, 188
road warrior support, 69–72
transportation and lodging,

66–69
Travel agent, 11, 12, 71
Trust issues, 59, 60

Umbrella coverage, 7
Unique multiplier, 43
University Club, 64

Value and fee setting, 48–49, 89
Virtual assistant, 12
Voice mail, 15

Web designer, 10–11, 
19

Web site:
checklist, 18–19
home page example, 

206
overview of, 17–18

White paper, sample of, 
222–226

Writing article:
checklist, 98–99
overview of, 98
template, 100

Writing position paper, 24

Yearbook.com, 147
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