INDEX

A

ABC, Inc., 197

Academy of Professional Consultants and Advisors
(APCA), 243

Accenture, 4

Accountants, 66—67

Accounting: software programs for, 156; tracking
expenses through, 157, 159

Action Plan, 283e-284e

“Add-on” products/services, 223-224

Advertising expenses, 159

Anatomy of a Business Plan, 70

Annual Marketing Planning Calendar, 10¢e

Answering machines, 91

ASTD (American Society for Training and Devel-
opment), 55,57, 114, 243,247 255

ASTD Ask a Consulting Expert column, 57

ASTD’s Certified Professional in Learning and
Performance (CPLP), 114, 248, 269

ASTD’s Facilitating Organizational Change Cer-
tificate program, 268

Automobile expenses, 159, 160e

B

Bad debts, 172

Balancing life-business, 255-257

Bank/bankers: selecting, 152—153; tracking fees
associated with, 157, 159

Beecher, H.W.,, 179

Bellman, G. M., 48, 58,252, 261

Biech, E., 121, 282

“Big Four,” 4

Blanchard, K:; 270

Block, P.. 131,184, 248, 253

Blogs, 225

Books/resources expenses, 159

Baocz Allen Hamilton, 4

Soston Consulting Group, 4

Boston Globe, 8

Budgets: format used for, 81¢; matching expenses
to monthly, 172-173

Business cards, 91

Business costs: cash flow, 149-156; comparing
expenses to time invested, 173, 174¢; dealing
with bad debts, 172; expenses, 172—173;
growth trends and, 173, 175e, 176; planning
for the worst, 148; projecting revenues, 170—
171¢; protecting your capital investments,
176—-177¢; setting aside petty cash, 163-170;
start-up costs, 79e—80e, 86—87; tracking
expenses, 156—163. See also Consulting fees;
Financial statements

Business credit card, 153—154

Business description, 73

Business growth: adding a partner, 206, 208—
211; adding staff, 204—205, 207¢; advantages/
disadvantages of building, 207¢; brainstorming
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ideas on, 229-230; collaboration with another
consultant, 221-223; competency in develop-
ing and managing, 249-250; considering
practice versus firm, 211; costs and trends in,
173, 175e, 176; expanding geographical mar-
ket, 227-229; expanding into product market,
225-227; hiring graduate students, 218; hiring
subcontractors, 211-218; joint ventures or
“virtual partners,” 220-221; offering other
services, 223—224; using temporary services
for, 219

Business image, 88—93

business logo, 89-90

Business names: adding “tag line” to your busi-
ness, 64; Doing Business As (DBA) certificate,
65; reserving website domain, 96, 98, 107;
selecting your business, 64—66; website re-
sources on naming process, 65, 66

Business niche, 87-88

Business plan format: business description, 73¢;
competitive analysis, 74e-75¢; financial plan,
76e-77¢e, 78¢; management plan, 76¢; market
analysis, 74 marketing plan, 75¢

Business plans: benefits of developing, 69-7¢;
budget format, 81e¢; first-year cash-flow vro-
jection, 82¢; format for, 71e-78¢; parsonal
financial statement, 84¢; printing your, 83;
scheduling reviews of your, 83: start-up ex-
penses, 79¢—80¢; three-yv=ar projection, 83¢;
using your, 84—85; website resources for, 70,
85; worst-case scenario included as part of, 148

Business structures: corporation, 68—69; limited
liability company (LLC), 69; list of possible
configurations, 203—-204; partnership, 68; sole
proprietorship, 67-68

BusinessWeek, 253

C

Capital investments, 176-177¢
Card contacts, 259
CareerJournal, 12, 13

Index

Careers in Business website, 32

Cash flow issues: bill immediately, 149; clients’
reputation for prompt payment, 150-151;
comparing actual expenses to budget, 156;
comparing leasing and purchase rates, 154;
late payments, 154—155; making your money
work for you, 152; monitoring accounts re-
ceivable, 150; obtaining line of credit, 153;
offering prepayment discounts, 151; pay bills
when due and not before, 155; project initia-
tion fees in proposals, 151; refraining from
paying client expenses, 152; using reliable de-
livery system to send invoices, 149—150; select-
ing good bank and bankers, 152—-153. See also
Invoices

Cash stash, 260

Certification resources, 248

Certified Hlectrical Engineer (CEE), 248

Certifiec. Management Consultant (CMC), 248

Cerufied Professional in Learning and Perfor-
mance (CPLP) [ASTD], 114, 248, 269

Certified Public Accountant (CPA), 248

Certified Speaking Professional (CSP), 248

Chat rooms, 108

Client base: marketing plan to create, 100-107;
113 tactics for low-budget marketing, 114—121;
practical thoughts on marketing for, 108—114;
using website to build, 107-108

Client Contact Log, 130e

Client expenses: determining and billing for, 170;
refraining from paying, 152; repaying costs
related to consultant errors, 235

Client-consultant relationship: communication
aspects of, 196; considering number of clients
and, 200; continuous improvement of, 194—
196; decisions facilitating, 196; ensuring suc-
cessful, 200—202; ethical issues related to,
232-238; first meeting, 181-182; four phases
of building, 182-184, 186—193¢; maintaining
post-project, 197—-198; people element of, 197;
professional competency in building, 250;



repeat business through good, 180; value pro-
duced through, 198-199. See also Consultants;
Projects

Client-consultant relationship phases: 1: finding
the right match, 183-184, 186, 190¢, 192¢;
2: getting to know one another, 186-187,
190e-191e, 192¢-193¢; 3: being productive,
187-188, 191¢, 193¢; 4: creating independence,
189, 191¢, 193¢; Client Checklist for, 192e—
193¢; Consultant Checklist for, 190e-191¢;
overview of, 182—-183

Clients: acquiring new, 113; Company Profiles
for, 123¢; contracts with potential, 122-132;
definition of, 2; determining how much they
will pay, 48—49, 50¢; discussing money/fees
with, 60—61; electronic newsletters to, 117;
ethical issues related to behavior of, 242-243;
first meeting with, 181-182; getting map di-
rections when driving to, 271; giving money-
back guarantees to, 61-62; how to refuse
assignment with, 145-146; number and man-
agement of multiple, 200; questions asked/
issues to cover with, 131-132, 183—184, 186;
refraining from paying expenses of, 152; repu:-
tation for prompt payment by, 150—151; s3nd-
ing personal messages to, 112—113; why-they
need consultants, 10-11; word of mouth mar-
keting by, 114. See also Consulting fees; Con-
tracts; Projects

CMC (Certified Management Consultant), 114

Code of Ethics, 243244

Cold call warm-ups, 122, 124

Cold calls, 122

Collaborating consultants, 221-223, 239-240,
254

Communication: client-consultant relationship
and, 196; email, 276-277; as professional
competency, 248-249

Company Profile, 123¢

Competencies. See Professionalism competencies

Competitive analysis, 74e-75e

Conditional fees, 53—54

Confidential information, 143e, 161, 234
Conflict of interest, 234

Consultant partnerships, 5

Consultant subcontractors: advantages/disadvan-
tages of hiring, 217-218; considerations when

hiring, 95-96, 211; described, 5-6; ethical is-
sues related to, 238-242; hiring yourself out
as, 220; IRS criteria/tax issues for, 217; Sub-
contractor Agreement, 212e-215¢; Subcon-
tractor Expense Record, 216¢

Consultants: business niche of, 87; collaborating

with another, 221-223, 239-240, 254; consult-

ing perspective of, 11-13; dozen questions to
ask, 20¢; entrepreneurial characteristics of,
35-38e¢; ethical issu=s regarding behavior of,
232-242; first 1necting with clients, 181-182;
mentoring vy, 254-255; offering other ser-

vices, 225-224; personal characteristics of suc-

cessful,29-30; personality traits required of,
21e-24; professional image of, 88—93; roles
rlayed by, 30-32; signs of a mediocre, 32;
skills for success required of, 26-29; types of,
2-7; a week in the life of a, 268-278. See also
Client-consultant relationship

The Consultant’s Calling (Bellman), 48, 58, 253,
261

The Consultant’s Quick Start Guide (Biech), 282

Consulting 101 (Gendelman), 256

Consulting: are you a match for the profession?,
21e-24; business trends affecting, 8-9; client

perspective on, 10-11; consultant perspective

on, 11-13; defining, 1-2; financing the busi-

ness of, 32; growth as profession, 7-8; rewards

and realities of, 18—19; trends in, 9-10
Consulting business: balancing your life and,
255-257; considering practice versus firm,

211; costs of doing, 79¢-80¢, 8687, 147—177¢;
ensuring success of, 200—-202; ethics of, 58-60,

231-244; growth of, 173, 175e, 176, 203-230;
high failure rate of, 35; line of credit for, 153;

Index
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myths about, 13-17; number of clients needed
to maintain, 200; repeat, 180; starting your,
63-98; taking action to make it happen, 282—
285¢; visualizing success of your, 278-281¢;
ways to get started, 2—7; your personal situa-
tion in context of, 33—34

Consulting experience: expanding your network-
ing to facilitate, 94-95; identifying creative
options, 95-96; planning ahead to gain, 93-94

Consulting fee calculations: billable days consid-
ered in, 46—48¢; considering your circum-
stances for, 44; method for, 42; the 3x Rule
for, 42; for what you require, 43e

Consulting fee charges: additional types of reim-
bursed, 55-57; determining typical charges,
44-45; determining what the market will bear,
48-49, 50¢; determining your billable days,
45-48¢; how to present to clients, 166—170;
other pricing decisions considered in, 54-55;
pricing strategy, 49, 51; selecting pricing
structure, 51-54. See also Invoices

Consulting fee ethics: charging higher rates for
specific projects, 60; consistent pricing struc-
ture, 58-59, 236—237; reducing prices, 5% =60

Consulting fees: additional charges, 55-56. addi-
tional pricing decisions, 54-55; ASTD website
on, 57; determining your, 44—51; determining
your income needs, 41-44;.discussions with
clients about, 60—61; ethicalissues associated
with, 58—60; increasing, 57—58; money-back
guarantees and, 61-62; prepayment discounts,
151; project initiation, 151; salary surveys
(2006) on, 3, 44; sample contract information
on, 143e¢; selecting pricing structure, 51-54;
two issues regarding, 41. See also Business
costs; Clients; Financial statements

Consulting Magazine, 270

Consulting myths: 1: on $1,000 per day fees,
13-15; 2: external consulting means no poli-
tics, 15-16; 3: I will be seen as an expert, 16; 4:
having my own practice means more free

Index

time, 16; 5: consulting is a respected profes-
sion, 16-17; 6: it is easy to break into consult-
ing, 17; 7: it is an easy decision to grown your
practice, 17

Consulting opportunities: as employee, 3—5; as
subcontractor, 5-7, 95-96,211-218

Consulting pricing decisions: definition of a day,
54; half-day events, 54-55; perceived value, 55;
pro bono, 55, 95, 265; proposals or sales meet-
ings, 55

Consulting pricing structure: conditional fees,
53—54; consistent and ethical, 58—59, 236-237;
daily rate, 51-52; determining consistent,
58-59; fixed-price projects, 52—53; hourly
rate, 52; per person, 53; percentage fees, 54;
retainers, 53

Contracts: Contacting Checklist, 185¢; how/when
to refizse un assignment or, 145-146; non-
ctmpete agreements, 238; sample, 140e—144e;
Subcontractor Agreement, 212e-215¢; what to
include in, 139, 145. See also Clients; Proposals;
Request for Proposal (RFP)

Copying/printing expenses, 159

Cornerstone Research, 4

Corporate specialty items, 116

Costs. See Business costs

CPLP (Certified Professional in Learning and
Performance) [ASTD], 114, 248, 269

Credential, Certified Professional Facilitator
(CPF), 248

Credit cards, 153—154

Credit/permissions, 236

Crestline Company, 116

D

Daily rates, 51-52

Deloitte Touche Tohmatsu, 4

“Dog and pony show,” 181

Doing Business As (DBA) certificate, 65
Domain name website, 96, 98, 107
Donations, 159, 161



Double dipping, 237

Double trips, 261
Dues/subscriptions, 161
DVD language program, 228

E

e-Ideas: accounting software, 156; ASTD Ask a
Consulting Expert website, 57; banking elec-
tronically, 153; blogging, 225; careerjournal
.com for consulting information, 13; Careers
in Business website on consulting informa-
tion, 32; certification information, 248;
consulting job listings, 7; cultural business
etiquette and customs, 229; electronic billing,
150, 259; Entrepreneur magazine website for
articles, 36; executive coaching, 224; filing
work electronically, 260; financial tracking
forms, 166; IFTDO and IODA websites, 228;
IMC’s code of ethics, 243; invoice templates,
170; iPod and DVD language programs, 228;
IRS criteria on subcontractor vs. employee
status, 217; keeping spreadsheets on memory
sticks, 176; Kennedy Consulting for informa-
tion on trends, 10; map directions, 271; mon: -
toring office email while traveling, 277; NACE
Salary Survey Report, 3; online ethics newslet-
ters, 244; online survey tools, 258; pay:cale.com
for salary information, 49; permrissions to
copy anything, 236; podcasts, 225--226, 278;
professional development resources, 254; pro-
gramming cell phone with information, 262;
purging confidential information from old
computers, 161; selling “add-on” products/
services via the Web, 223; small-scale research
for clients, 198; taking pictures of participants/
work for clients, 195, 196; webcasts or video
taking, 226; WetFeet for consulting industry
information, 5. See also Websites

Edison, T., 245

EDS, 4

Einstein, A, 1

Electronic billing, 150, 259

Electronic filing tips, 260

Electronic newsletters, 117

Email address, 93

Email communication, 276-277

End-of-the-year tickler file, 258—259

Entertainment expenses, 161

Entrepreneur magazine, 85, 90

Entrepreneurial characteristics: overview of,
35-36; self-testing your, 37e-38¢

Ernst & Young, 4

Ethical issues: associated with fees, 58—60; of
client-consultant relationship, 232-238; Code
of Ethics, 243-244; consultant to consultant,
238-242; in the context of consulting, 231-
232; double dipping, 237; related to subcon-
tractors, 238242

Ethics Today <:nline, 244

ExeculNeu. 7

Executive.coaching, 224

Experizice. See Consulting experience

S

Facilitating Organizational Change Certificate
program (ASTD), 268

Fast Company (journal), 14, 254, 270

Fast Fifty, 282, 285e

Fax cover page, 91, 92e

FedBizOpps.gov, 119

Federal government consulting, 119, 151

Fees. See Consulting fees

FEIN (federal employer ID number), 68

Filing system tips, 259-260

Financial plan, 76e-77e

Financial statements: budget format, 81¢; first-
year cash-flow projection, 82¢; listed, 78¢; per-
sonal financial statement, 84e¢; start-up costs,
79e-80¢, 86—87; three-year projection, 83e. See
also Business costs; Consulting fees

Firm versus practice, 211

First client meeting, 181-182

Index
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First-year cash-flow projection, 82¢
Fixed-price projects, 52-53

Flawless Consulting (Block), 131, 184, 253
Ford, H., 25, 147

Fortune Magazine, 85, 253

4imprint, 116

Fox, J.]., 120

G

Gartner Group, 4

Gendelman, J., 256

Geographical market expansion, 227-229
Giving back, 265

Goldwyn, S., 41

Google Maps, 271

Government consulting, 119, 151
GPS systems, 271

Graduate student hires, 218
Gretzky, W., 7

Growth. See Business growth
Guarantees, 61-62

H

Half-day events, 54—55

Harris Interactive, 13

Harvard Business Review, 14, 85, 253,270
Hay Group, 4

Hewitt Associates, 4

Home offices, 86

Hourly rates, 52

How Things Work, 113

How to Become a Rainmaker (Fox), 120
HP Technology, 4

Image (business), 88-93
Independent Consultant Association, 31
Initiation fees, 151

Institute of Management Consultants (IMC),

243,247
Insurance expenses, 161
International Coach Federation (ICF), 248

Index

International cross-cultural issues, 229

International expansion, 228

International Federation of Training Develop-
ment Organizations (IFTDO), 228

International Organization Development Associ-
ation (IODA), 228

Invoices: acting on late payments, 154—155; elec-
tronic billing of, 150, 259; include “small-
business” status on, 154; Invoice Summary,
168¢; monitoring accounts receivable, 150;
professional image reflected in, 91; sample,
169¢; sending out, 149-150; template for, 170,
259; what to include in, 167. See also Cash
flow issues; Consulting fee charges

iPod language program, 228

IRS 1099 form, 21/

IRS Publicaticn’587, 86

ISA, 247

-

JTeiterson, T., 231
Joint ventures, 220-221
Junk mail research, 111, 254

K

Keller, H., 267

Kennedy Consulting, 10
KPMG, 4

L

Land O’Lakes, 198

Language of Life, 228

Laptops, 277

Large firm consultants, 3—5

Late payments, 154—155

Learning events, 252-253

Leasing: comparing rates of purchase and, 154;
tracking equipment and furniture, 161

Legal fees, 157, 159

Lewis, L., 155

Library Sign-Out Sheet, 176, 177¢

Licenses, 162



Life-business balance, 255-257
Limited liability company (LLC), 69
Line of credit, 153

Logo, 89-90

Lumpy envelopes, 111-112, 115, 120

M

McKinsey & Co., 4

Management plan, 76¢

MapQuest, 271

Market analysis, 74e

Marketing letters, 125e-128e

Marketing plan format: 1. analyze the present, 101,
103; 2. clarify your strategy, 103; 3. set mea-
surable six- to twelve-month goals, 103—104;
4. select marketing tactics to accomplish your
goals, 104; 5. identify resources, 104; 6. develop
an annual marketing plan, 104-105; 7. imple-
ment your plan, 105; 8. monitor your results
and adjust as needed, 105; steps listed, 102e

Marketing plans: Annual Marketing Planning
Calendar, 106¢; as business plan element, 75¢;
format for, 101-105; free development of, 105,
107; overview of, 100-101

Marketing practices: focusing on the big clierts
110; having a marketing strategy, 109; -:ow to
acquire new client, 113; using junk miail as
marketing research, 111; keepin3 at eye on
the competition, 110-111; kecoing yourself
in front of your clients, 109;mailing lumpy
envelopes as, 111-112, 115, 120; marketing all
of the time, 108; 113 tactics for low-budget,
114-121; personalizing your marketing, 112—
113; sample introductory marketing letters,
125e-128e; tracking expenses, 159; using word
of mouth by clients, 114

Marketing Your Consulting Services (Biech), 121

Masie, E., 270

Material reimbursement, 56

MayFlower (Philbrick), 270

Meal expenses, 162

Mediocre consultant signs, 32

Memory sticks, 176

Mentoring, 254-255

Mileage Log, 160e

Million Dollar Consulting (Weiss), 52
Money-back guarantees, 61-62

Monthly Expense/Worksheet Record, 158e
Motion Picture Licensing Corporation, 236
Movie clips, 236

MYOB (Mind Your Own Business), 156

N

NACE Salary Survey (2006), 3

Names. See Business names

National Association of Colleges and Employers
(NACE), 3

National Speakers Association (NSA), 224

Netshare, 7

Networking, ©4=95

New York T1izies, 254

Niche (business), 87-88

90 Woiid-Class Activities by 90 World-Class
Trainers, 269

Noncompete agreements, 238

@)

Office supplies, 162

O’Mara, J., 239-240

One-Write Plus, 156

113 low-budget marketing tactics, 114-121
Online ethics newsletter, 244

Online survey tools, 258

Oracle, 4

Oriental Trading Company, 116

Overhead costs, 56

P

Part-time consultants, 6

Partners: advantages and disadvantages of, 208,
211; considerations for adding, 206, 208; joint
ventures or “virtual,” 220-221; Partnerability
Questionnaire, 209¢-210e¢; tax issues associ-
ated with, 206

Index
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Partnerships, 68

PDAs, 276

Peach Tree, 156

Peale, N. V., 63

Pension plans, 162

Per person pricing, 53

Percentage fees, 54

Permissions/credit, 236

Personal financial statement, 84e

Personalized marketing, 112-113

Peters, T., 52

Petty Cash Record, 163, 165¢

Pew Internet Research, 107

Pfeiffer Consulting Annual, 104, 240, 241, 269

Pfeiffer Training Annuals, 269

Philbrick, N., 270

Phone expenses, 163

Phone number information, 262

Phone time management, 260

Podcasts, 225-226, 278

PodTraining, 228

Postage expenses, 162

Potential client contacts: Client Contact Log, 13%¢;
cold call warm-ups for, 122, 124; cold calls fot,
122; Company Profiles for, 123¢; issues-1o dis-
cuss during, 131-132; questions aske< by poten-
tial clients, 131; questions to ask, 129¢; sample
introductory marketing letters to, 125e-128¢;
ways to track down, 129. Sec also Clients

Practice versus firm, 211

Prepayment discounts, 151

PricewaterhouseCoopers, 4, 90

Pro bono work, 55, 95, 265

Product market, 225-227

Professional attitude, 249

Professional awareness, 247

Professional Checkup, 251e, 265-266¢

Professional development: dues and subscrip-
tions for, 161; professionalism facilitated by,
252-255; seminar expenses, 163; tracking ex-
penses associated with, 162

Professional fees, 162

Index

Professional networking, 94-95

Professional organizations, 161, 253

Professional standards, 246—247

Professionalism: competencies of, 246-252; con-
tinuing to learn as part of, 252-255; giving
back as, 265; importance of image to, 88-93;
life and business balance as, 255-257; Profes-
sional Checkup, 251¢, 265-266¢; time man-
agement to enhance, 258-265; traits of,
245-246

Professionalism competencies: 1: professional
standards, 246-247; 2: professional awareness,
247; 3: consulting skills, 248; 4: communica-
tion skills, 248-249; 5: professional attitude,
249; 6: business 'development, 249-250; 7:
business maaagement, 250; 8: building rela-
tionships, 25); assessing your own level of,
2502510, 265-266¢

Prograr Development Costs Versus Revenue,
1/5e

P1oject initiation fees, 151

Project revenues, 170-171e

Project Time and Expense Record, 174¢

Projects: business growth tied to number of, 173,
176; contracting, 139, 140e—144e, 145, 146,
185¢; delivery of services, 188; maintaining
client relationship after, 197-198; Program
Development Costs Versus Revenue, 175¢;
proposals for, 55, 132, 133¢-138e, 151; rev-
enue projections for, 170—171¢; scope creep
and, 258; time investments in, 173, 174e. See
also Client-consultant relationship; Clients

Proposals: issue of fees for, 55; project initiation
fees in your, 151; sample, 133e-138¢; what
to include in, 132, 139. See also Contracts;
Request for Proposal (RFP)

Publication 587 (IRS), 86

Purchase expenses: comparing rates of leasing and,
154; tracking equipment and furniture, 161

Q

QuickBooks Pro, 156



R

Registered Organization Development Consul-
tant (RODC), 248

Rent expenses, 162

Repairs and maintenance, 162

Repeat business, 180

Request for Proposal (RFP): fixed-price informa-
tion included in, 52; respond to government
agency, 119. See also Contracts; Proposals

Retainers, 53

Revenue Projections, 171e

River, E., 57

S

Salary expenses, 162

Salary surveys: NACE Salary Survey (2006), 3;
salaryexpert.com on, 49; Training magazine’s
annual (2006), 44

Sales meetings fees, 55

SAP, 4

Schedule C, 68

Scope creep, 258

Search Engine Optimization (SEO), 107

The Secrets of Consulting (Weinberg), 99

Self-employed independent consultants, 6

Seminar expenses, 163

Session Planner, 264e¢

Sherman Anti-Trust Act, 48

6FigureJobs, 7

Small Business Administration,; 69

Small firm consultants, 5

Social responsibility, 234

The Society for Business Ethics, 244

Sole proprietorship, 67-68

Staff: advantages and disadvantages of, 25-206,
207¢; considerations for hiring, 204-205; hir-
ing graduate students as, 218; using tempo-
rary services for, 219

Start-up issues: choosing an accountant, 66—67;
creating your image, 88-93; getting experi-
ence, 93-94; preparing business plan, 69-85;
reserving a website domain name, 96, 98;

selecting business name, 64—66; selecting busi-
ness structure, 67—69; selecting your niche,
87-88; Start-Up Checklist, 97¢; start-up costs,
79e-80e, 86—-87

Stationary, 91

Stein, C., 8

Stone, W. C., 231

Subchapter-S corporation, 68-69, 206

Subcontractor consultants: advantages/disadvan-
tages of hiring, 217-218; considerations in
hiring, 95-96, 211; described, 5-6; ethical
issues related to, 238—242; hiring yourself out
as, 220; IRS criteria/tax issues for, 217; Sub-
contractor Agreement, 212e-215¢; Subcon-
tractor Expense Record, 216e

Subscriptions/dues, 161

“Successful future” file, 279

Survey tools.2°8

Synopsis, 4

T

T, 270

‘lag line,” 64

Taking action, 282

Talent management, 9

Tax issues: budget format regarding, 81¢; business
structure and, 67—69; FEIN (federal employer
ID number), 68; home office, 86; IRS website,
67; related to hired staff, 205; related to part-
ners, 206; sample contract covering, 143e;
Schedule C, 68; subcontractor, 217; tracking
tax expenditures, 163

Telephone expenses, 163

Telephone number information, 262

Telephone time management, 260

Template (invoice), 170, 259

Temporary services, 219

1099 form (IRA), 217

Thanking colleagues, 241

TheLadders, 7

Three-year projection, 83e

3x Rule, 42

Index
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Time investments, 173, 174e

Time management: importance of, 265; Session
Planner, 264¢; suggestions for effective,
258-262; Time-Management Log, 263e

Time saver suggestions, 258—262

Time Sheet and Expense Report, 164e

Tracking expenses: accounting, banking, and
legal fees, 157, 159; advertising and marketing,
159; automobile expenses, 159, 160¢; books
and resources, 159; developing system for,
156-157; donations, 159, 161; entertainment,
161; insurance, 161; interest and loans, 161;
Monthly Expense Worksheet and Record,
158¢; office related, 159, 161, 162, 163; profes-
sional development related, 161, 163; Subcon-
tractor Expense Record, 216¢; Time Sheet and
Expense Report, 164e; travel, 56, 142e, 162,
163,170, 237

Training magazine, 44

Travel agents, 260

Travel bags, 261

Travel expenses: contract specifications regard-
ing, 142¢; ethics of reasonable, 237; includec
in invoices, 56, 170; meals as part of, 162;
tracking, 163

Travel time, 56, 142e

Traveling: balancing lifestyle with demands of,
277; expenses associated with; 56, 142e,
162-163, 170, 237; staying in touch while,
276-277; time savers wien, 260-261, 271

Typical week’s schedule, 268-278

U

U.S. government consulting, 119, 151
Utility expenses, 163

\%

Virtual learning events, 253
“Virtual partners,” 220-221
Visualizing success, 278-281e

Index

Voice mail, 91
Volunteer work, 55, 95, 265

W

Wall Street Journal, 12, 85

Wall Street Journal Center for Entrepreneurs, 85

Watson Wyatt & Company, 4

Webcasts, 225-226

Websites: adding a chat room to your website,
108; ASTD Ask a Consulting Expert column,
57; blogs, 225; used as business marketing
device, 107-108; business naming process re-
sources, 65, 66; business plan development re-
sources, 70, 85, 254; business Web address, 93;
CareerJournal.ch1n, 12, 13; Careers in Busi-
ness, 32; on Ceitification, 248; corporate spe-
cialty items, 1 16; on ethical issues, 244;
ExecuNet, 7; on foreign country customs, 229;
IFTDO and IODA, 228; iPOD and DVD lan-
guage program designs, 228; IRS, 67; on IRS
criteria for subcontractors, 217; Kennedy
Consulting, 10; logo resources, 90; map direc-
tions, 271; movie clip resources, 236; Net-
share, 7; podcasts, 225-226, 278; reserving
your business website domain name, 96, 98,
107; RFPs to federal government, 119; salary-
expert.com on salary comparisons, 49; selling
“add-on” products/services via, 223; 6Figure-
Jobs, 7; Small Business Administration, 69;
sources for consulting jobs, 7; on subcontrac-
tor tax issues, 217; TheLadders, 7; WetFeet, 5,
7. See also e-1deas

Weekly schedule example, 268278

Weinberg, G. M., 99, 113

Weiss, A., 52

WetFeet, 3, 5,7

What to Charge (Lewis), 155

White papers, 118

Word of mouth marketing, 114

Worst-case scenario planning, 148



