
Index
• Numerics •
80/20 rule (Pareto Principle; law of 

maldistribution), 89

• A •
acquisitions, 124

action plan, business plan

defi ned, 10

small business, 228–229

SOHO business, 211

ADAPT acronym, 94

Adapting to Customer Demands and 

Desires Questionnaire (CD-ROM Form 

13-4), 280

Adobe Reader (PDF) fi les, 340, 344

advisor management style, 311

after-the-sale service, 167

alternate versions, of business plan, 

298–299

Amazon, 47, 62

angel investors, 237

appendixes section, business plan, 11, 

297–298

Apple iTunes, 47

auction business model, 65

audience, business plan

appendixes, 297–298

executive summary, 296–297

identifying stakeholders, 295–296

table of contents, 296

target, 16–17

• B •
B2B (business-to-business) customers, 

90–91

balance sheet

building, 182

current assets section, 177

current liabilities section, 180

defi ned, 170

fi xed assets section, 177–178

intangibles section, 178–179

long-term liabilities section, 180–181

overview, 175–176

owner equity section, 181

total assets section, 179

total liabilities and equity section, 182

bank fi nancing, established business, 

236–237

Barriers to Entry Checklist (CD-ROM Form 

4-2), 100

Barrow, Colin, 61, 143

Basic Business Defi nition Framework 

(CD-ROM Form 3-1), 47, 72

Basic Market Segmentation Framework 

(CD-ROM Form 4-8), 101

behavioral patterns, customer profi le, 

82, 84

Bill & Melinda Gates Foundation, 263–264

board of trustees, nonprofi ts, 261

boss management style, 311

bottom line (net profi t) section, income 

statement, 173–174

BP (British Petroleum), 62

bracketing expectations, 278

brainstorming

assembling session, 36–37

idea blender, 31–34

LCS system, 35–36

overview, 30–31

within work environment, 37–39

branding

entry barriers, 81

marketing/marketing plan, 158–159

bricks and clicks business model, 65

bricks-and-mortar retail business model, 65

British Petroleum (BP), 62

budgeting

master budget, 191–192

technology plan, 272

business capabilities

assessing, 104–105

business capabilities, 134–143
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business capabilities (continued)
capitalizing on strengths and overcoming 

weaknesses, 108

customer service, 104, 107

distribution and delivery, 39, 104, 107, 

137–139

fi nancial condition, 104, 107

grading, 105

leadership, 104

management, 104, 107, 140–141

marketing, 104, 107

matching to task, 106–107

operations, 104, 107, 136–137

organization, 104, 107, 141–143

overview, 134

research and development, 104, 107, 

135–136

Business Challenges Questionnaire (CD-

ROM Form 2-6), 44

Business Customer Profi le (CD-ROM Form 

4-11), 101

business description

business capabilities, 134–143

CD-ROM forms, 148

focus, 147

introducing business, 128–134

overview, 127

pivoting strategies, 144–147

business environment

adapting to changing market conditions, 

93–94

brainstorming within, 37–39

CD-ROM forms, 100–101

charting target market growth patterns, 

91–92

customers, 81–91

entry barriers, 80–81

environmental issues, 98

evaluating competition, 94–98

industry analysis, 78–80

online footprint, 99–100

overview, 77

tracking buyer tastes and trends, 92–93

Business environment section, business 

plan, 10, 210, 223–224

business idea

brainstorming, 30–39

CD-ROM forms, 44

checking out competition, 29–30

evaluating, 26–27

identifying opportunities, 39–41

overview, 25

reality check, 41–43

timeline for, 28–29

turning into business, 27–28

business leagues, 255

Business Metrics Worksheet (CD-ROM 

Form 16-1), 319, 324

business model

aligning vision with, 67

auction, 65

bricks and clicks, 65

bricks-and-mortar retail, 65

collective, 65

defi ning, 112–119

direct sales, 65

established business, 241

franchise, 66

freemium, 66

low-cost, 66

online, 66

person-to-person, 66

subscription, 66

Business Model Questionnaire (CD-ROM 

Form 5-8), 119, 125

business networking groups, 21

Business Opportunity Evaluation 

Questionnaire (CD-ROM Form 2-7), 

40–41, 44

Business Opportunity Framework (CD-

ROM Form 2-8), 44

business plan. See also implementing 

business plan

action plan, 10

addressing changing conditions, 14

addressing more than one audience, 

296–298

alternate versions of, 298–299

appendixes section, 11

assembling planning team, 291–294

business environment section, 10

CD-ROM forms, 24, 301, 324

Company description section, 10

Company overview section, 10

Company strategy section, 10

components checklist, 284–286

critical metrics, 318–319

customer feedback, 322
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defi ning business-planning situation, 15

delegating responsibility, 22–23

employee assessments, 320–322

executive summary section, 10

expert advice, 22

fi nancial review section, 10

frequently asked questions, 11–12

growth opportunities and, 14

identifying stakeholders, 295–296

importance of, 7–9

improving company success with, 15–16

information resources for, 20–21, 286–290

key messages, 17

marketing plan section, 10

planning for change, 323–324

putting into practice for SOHO business, 

217–218

review process, 299–300, 333–337

small business, action plan, 228–229

small business, company description 

component, 224–225

small business, fi nance summary, 226–227

small business, importance of, 222

small business, staffi ng and outsourcing, 

225–226

small business, strategy section, 225

small business, timeline, 229

for solo proprietorship business, 13

for start-up business, 13

staying organized, 23

table of contents, 10

tailoring for SOHO business, 208–211

target audience, 16–17

as test drive, 18

time frame, 18–20

Business Plan Components Checklist (CD-

ROM Form 14-1), 301

business plan forms. See CD-ROM forms

Business Plan Target Audience Guidelines 

(CD-ROM Form 14-4), 301

Business Plan Target Audiences and Key 

Messages (CD-ROM Form 1-5), 24

Business Plan Template (CD-ROM Form 

14-2), 301

Business Plan Time Frame Questionnaire 

(CD-ROM Form 1-6), 24

Business Plan Tracker (CD-ROM 

Form 1-7), 24

business planning

business models, 65–68

business structure, 68–71

CD-ROM forms, 72–73, 280

ethics guidelines, 71–72

goals and objectives, 55–60

handling internal changes, 278–279

identifying business, 46–47

identifying economic uncertainties, 

270–272

managing changing customer 

expectations, 273–276

mission statement, 48–55

overview, 45–46

risk taking, 279–280

strategizing for turbulent times, 277–278

technology plan, 272–273

values and vision, 60–64

Business Plans For Dummies (Tiffany, 

Peterson, and Barrow), 61, 143

business school, as information 

resource, 21

business strategy. See strategy, business

business structure

cooperatives, 68

corporations, 68

getting business started, 70–71

Limited Liability Company, 68

partnerships, 68

S corporations, 68

sole proprietorship, 68

Business Transferability: Assessing Your Sale 

Readiness (CD-ROM Form 11-4), 250

Business-Planning Wish List (CD-ROM 

Form 1-3), 24

business-to-business (B2B) customers, 

90–91

buyer groups, segmenting customers 

into, 90

buyouts, 124

• C •
capabilities

assessing, 104–105

business capabilities, 134–143

capitalizing on strengths and overcoming 

weaknesses, 108
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capabilities (continued)
customer service, 104, 107

distribution and delivery, 39, 104, 107, 

137–139

fi nancial condition, 104, 107

grading, 105

leadership, 104

management, 104, 107, 140–141

marketing, 104, 107

matching to task, 106–107

operations, 104, 107, 136–137

organization, 104, 107, 141–143

overview, 134

research and development, 104, 107, 

135–136

cash reserves, nonprofi t organizations, 

266–267

cash-fl ow statement

creating, 187–188

defi ned, 170

liquid asset changes section, 186

net change in cash position section, 

186, 187

overview, 182–183

total funds in section, 183–184

total funds out section, 185–186

CD-ROM

freeware software Adobe Reader, 344

installing items from CD to hard drive, 340

system requirements, 339

troubleshooting, 344

CD-ROM forms. See also names of specifi c 
CD-ROM forms

assembling written business plan, 301

business description, 148

business environment, 100–101

business fi nances, 193

business idea, 44

business strategy, 125

established business, 250

explaining company strategy in business 

plan, 324

implementing business plan, 280, 316

marketing/marketing plan, 167–168

nonprofi t organizations, 268

overview, 340–344

setting business ground rules, 72–73

small business, 234

SOHO business, 219

starting business planning process, 24

CEO (Chief Executive Offi cer), 141, 260

CFO (Chief Financial Offi cer), 141

Chamber of Commerce

checking out competition, 29

as information resource, 21

change

handling internal changes, 278–279

managing changing customer 

expectations, 273–276

recognizing drivers of, 270–272

risk taking, 279–280

strategizing for turbulent times, 277–278

Channel Distribution Analysis (CD-ROM 

Form 4-9), 101

charitable organizations, 255

Checklist for Managing Change (CD-ROM 

Form 16-2), 323, 324

Checklist of Business Networking 

Resources (CD-ROM Form 9-5), 219

Checklist of Common Business Goals (CD-

ROM Form 3-8), 60, 72

Checklist of Common Business Plan 

Audiences (CD-ROM Form 1-4), 24

Checklist of Common Owner Exit Strategies 

(CD-ROM Form 5-12), 125

Checklist of Common Warning Signs (CD-

ROM Form 11-2), 250

Checklist of Management and Leadership 

Traits (CD-ROM Form 15-3), 316

Checklist of Nonprofi t Marketing Strategies 

(CD-ROM Form 12-6), 268

Checklist of Responsibilities for a 

Nonprofi t Board (CD-ROM 

Form 12-4), 268

Checklist of Typical Grant Proposal 

Sections (CD-ROM Form 12-5), 268

Checklist of Ways to Promote Yourself 

(CD-ROM Form 9-6), 216, 219

Chief Executive Offi cer (CEO), 141, 260

Chief Financial Offi cer (CFO), 141

Chief Information Offi cer (CIO), 141

Chief Operating Offi cer (COO), 141
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Chief Professional Offi cer (CPO), 260

Chief Technology Offi cer (CTO), 141

Chief Volunteer Offi cer (CVO), 260

CI (competitive intelligence), 95–96

CIO (Chief Information Offi cer), 141

Coca-Cola, 62

colleague management style, 311

collective business model, 65

Common Business Plan Audiences 

(CD-ROM Form 1-4), 17 

Common Systems and Procedures 

Checklist (CD-ROM Form 15-2), 316

Company Balance Sheet (CD-ROM 

Form 8-2), 193

Company Cash Flow Statement (CD-ROM 

Form 8-3), 193

Company description section, business 

plan

defi ned, 10

small business, 224–225

SOHO business, 210–211

Company Income Statement (CD-ROM 

Form 8-1), 193

Company Opportunities and Threats (CD-

ROM Form 5-3), 109, 125

Company overview section, business plan, 

10, 209

Company strategy section, business 

plan, 10

Company Strengths and Weaknesses Grid 

(CD-ROM Form 5-2), 106, 125

Company Strengths and Weaknesses 

Survey (CD-ROM Form 5-1), 105, 125

company success, improving with business 

plan, 15–16

Company SWOT Analysis Grid (CD-ROM 

Form 5-4), 111, 125

Comparing the Most Common Business 

Structures (CD-ROM Form 3-14), 

69–70, 73

competition

assessing, 154–155

checking out, 29–30

cloak-and-dagger methods, 95

overview, 94–95

stealth competitors, 96, 154

troubleshooting, 329–330

Competitive Analysis Worksheet (CD-ROM 

Form 4-17), 101

Competitive Intelligence Checklist (CD-

ROM Form 4-13), 101

competitive intelligence (CI), 95–96

Competitor Tracking Form (CD-ROM 

Form 4-15), 101

components checklist, business plan, 

284–286

consumables, 67

Consumer Reports magazine, 66

COO (Chief Operating Offi cer), 141

cooperatives, 68

corporations, 68

cost

controlling, 117–118

entry barriers, 81

rising, 327–328

CPO (Chief Professional Offi cer), 260

creativity

assembling brainstorming session, 36–37

idea blender, 31–34

LCS system, 35–36

personal, boosting, 35

credibility entry barrier, 81

crisis management

post-crisis remedies, 123

pre-crisis planning, 122–123

critical metrics, business plan, 318–319

CTO (Chief Technology Offi cer), 141

current assets section, balance sheet, 177

current liabilities section, balance 

sheet, 180

customer description, marketing plan, 153

Customer Intelligence Checklist (CD-ROM 

Form 4-4), 100

Customer Profi le Questionnaire (CD-ROM 

Form 4-3), 100

customer service capability, 104, 107

Customer Service Checklist (CD-ROM Form 

7-9), 168

Customer Snapshot (CD-ROM 

Form 4-5), 100
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customers

adapting business-customer interface, 

273–274

after-the-sale service, 167

business-to-business, 90–91

changing demands and desires, 274–276

checking out competition, 29

conducting research, 82–87

developing profi le, 82

feedback from, 322

great versus good, 88–89

ideal, defi ning, 89–90

listening to, 39

loss of, 330–331

segmenting into buyer groups, 90

sharpening focus, 87–88

using as guide when pivoting business, 248

CVO (Chief Volunteer Offi cer), 260

• D •
demographics, customer profi le, 82–83

describing business. See business 

description

direct competitors, 154

direct sales business model, 65

Distinguishing Traits of Ideal Customers 

(CD-ROM Form 4-7), 101

distribution and delivery capability, 39, 

104, 107, 137–139

Distribution and Delivery Survey (CD-ROM 

Form 6-8), 139, 148

distribution channels, 138

Distribution Strategy Checklist (CD-ROM 

Form 7-6), 164, 167

distribution strategy, marketing/marketing 

plan, 163–164

division organizational model, 304

DonorSnap database software, 263

• E •
earnings report (income statement)

creating, 174

defi ned, 170

gross profi t (gross income) section, 172

gross revenue section, 172

net profi t (net earnings; net income; 

bottom line) section, 173–174

operating profi t (operating income; EBIT) 

section, 172–173

overview, 170

profi t before taxes section, 173

Eastman Kodak, 47

EBIT (operating profi t) section, income 

statement, 172–173

economic factors

entry barriers, 81

environmental disruptions, 271

manufacturing and material costs, 271

overview, 270–271

policy and regulatory changes, 271

political instability and, 271

technological advances and, 271–272

economy of scale, 80

80/20 rule (Pareto Principle; law of 

maldistribution), 89

Elements of Your Business Model 

Worksheet (CD-ROM Form 5-9), 125

elevator speech

in-person, 131–132

overview, 130–131

presenting online, 132–134

Elevator Speech Planning Questionnaire 

(CD-ROM Form 6-2), 148

Employee Retention Checklist (CD-ROM 

Form 10-4), 234

Employee Training Resource Checklist 

(CD-ROM Form 15-4), 316

employees

business plan assessment, 320–322

developing skills, 313–315

remote, 309–310

sagging morale, 329

employees’ associations, 255

employer taxes, 192

entry barriers

branding, 81

cost and pricing, 81

credibility, 81

economic factors, 81

intellectual property, 81

overview, 80

regulations and trade restrictions, 81
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environmental issues, 98

established business

business model, 241

CD-ROM forms, 250

expanding, 238

fi nancial review, 241

fi nancing business plan, 236–238

identifying problems, 239

merging, 248–250

pivoting, 244–248

purpose driven planning, 236

selling, 248–250

SWOT analysis, 241

turnaround plan, 241–244

turnaround professionals, 240

ethics guidelines, 71–72

evaluating

business idea, 26–27

competition, 94–98

Evaluating Your Home Offi ce Options (CD-

ROM Form 9-4), 219

Example icon, 3

Examples of Real–World Nonprofi t Mission 

Statements (CD-ROM Form 12-2), 268

Examples of Real-World Mission 

Statements (CD-ROM Form 3-4), 

53–54, 72

Examples of Real-World Vision Statements 

(CD-ROM Form 3-12), 73

excise taxes, 192

Executive summary section, business plan, 

10, 296–297

exit strategies

defi ned, 123

investor, 124

owner, 123–124

expert advice, 22

• F •
family-run small business, 232–233

fi nance summary, business plan, 226–227

fi nances, business

balance sheet, 175–182

budgeting, 191–192

cash-fl ow statement, 182–188

CD-ROM forms, 193

forecasting, 188–191

income statement, 170–174

overview, 169–170

regulations, 193

taxes, 192–193

fi nancial accountability, nonprofi t 

organizations, 267

fi nancial condition capability, 104, 107

fi nancial projections, 328–329

fi nancial review section, business plan

defi ned, 10

established business, 241

SOHO business, 211

fi nancial statements

balance sheet, 175–182

cash-fl ow statement, 182–188

income statement, 170–174

fi nancing business plan, established 

business

bank fi nancing, 236–237

investor capital, 237–238

fi xed assets section, balance sheet, 

177–178

fi xed costs (overhead)

defi ned, 113

nonprofi t organizations, 266

operating profi t and, 173

Self-Employed Expense Checklist, 206

forecasting

business climate, 156

estimated balance sheet, 190

overview, 188–189

pro forma income statement, 189–190

projected cash fl ow, 190–191

Form 1-1, CD-ROM (Major Components in a 

Typical Business Plan), 24

Form 1-2, CD-ROM (Typical Business- 

Planning Situations), 24

Form 1-3, CD-ROM (Business-Planning 

Wish List), 24

Form 1-4, CD-ROM (Checklist of Common 

Business Plan Audiences), 24

Form 1-5, CD-ROM (Business Plan Target 

Audiences and Key Messages), 24
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Form 1-6, CD-ROM (Business Plan Time 

Frame Questionnaire), 24

Form 1-7, CD-ROM (Business Plan 

Tracker), 24

Form 2-1, CD-ROM (Great Business Idea 

Evaluation form), 27, 44

Form 2-2, CD-ROM (Turning a Gig into a 

Business), 28, 44

Form 2-3, CD-ROM (New Product 

Innovation Checklist), 30, 44

Form 2-4, CD-ROM (My Favorite Things), 

32, 44

Form 2-5, CD-ROM (The Idea Blender), 

33, 44

Form 2-6, CD-ROM (Business Challenges 

Questionnaire), 44

Form 2-7, CD-ROM (Business Opportunity 

Evaluation Questionnaire), 40–41, 44

Form 2-8, CD-ROM (Business Opportunity 

Framework), 44

Form 2-9, CD-ROM (Personal Strengths and 

Weaknesses Survey), 44

Form 2-10, CD-ROM (Personal Strengths 

and Weaknesses Grid), 44

Form 3-1, CD-ROM (Basic Business 

Defi nition Framework), 47, 72

Form 3-2, CD-ROM (Your Mission 

Statement Questionnaire), 72

Form 3-3, CD-ROM (Mission Statement 

Framework), 51, 72

Form 3-4, CD-ROM (Examples of Real-World 

Mission Statements), 53–54, 72

Form 3-5, CD-ROM (Your Mission 

Statement), 72

Form 3-6, CD-ROM (Goals and Objectives 

Flowchart), 72

Form 3-7, CD-ROM (Goals and Objectives 

Based on ACES), 72

Form 3-8, CD-ROM (Checklist of Common 

Business Goals), 60, 72

Form 3-9, CD-ROM (Your Major Business 

Goals), 72

Form 3-10, CD-ROM (Values 

Questionnaire), 73

Form 3-11, CD-ROM (Your Values 

Statement), 73

Form 3-12, CD-ROM (Examples of Real-

World Vision Statements), 73

Form 3-13, CD-ROM (Your Vision 

Statement), 73

Form 3-14, CD-ROM (Comparing the Most 

Common Business Structures), 

69–70, 73

Form 4-1, CD-ROM (Industry Analysis 

Questionnaire), 100

Form 4-2, CD-ROM (Barriers to Entry 

Checklist), 100

Form 4-3, CD-ROM (Customer Profi le 

Questionnaire), 100

Form 4-4, CD-ROM (Customer Intelligence 

Checklist), 100

Form 4-5, CD-ROM (Customer Snapshot), 

100

Form 4-6, CD-ROM (Ideal Customer 

Questionnaire), 101

Form 4-7, CD-ROM (Distinguishing Traits of 

Ideal Customers), 101

Form 4-8, CD-ROM (Basic Market 

Segmentation Framework), 101

Form 4-9, CD-ROM (Channel Distribution 

Analysis Worksheet), 101

Form 4-10, CD-ROM (Market Segmentation 

Analysis Worksheet), 101

Form 4-11, CD-ROM (Business Customer 

Profi le), 101

Form 4-12, CD-ROM (Your Biggest 

Competitors), 101

Form 4-13, CD-ROM (Competitive 

Intelligence Checklist), 101

Form 4-14, CD-ROM (Potential Stealth 

Competitors Questionnaire), 101

Form 4-15, CD-ROM (Competitor Tracking 

Form), 101

Form 4-16, CD-ROM (Your Biggest 

Competitors and Their Likely 

Moves), 101

Form 4-17, CD-ROM (Competitive Analysis 

Worksheet), 101

Form 4-18, CD-ROM (Online Presence 

Program Planning Checklist), 101

Form 5-1, CD-ROM (Company Strengths 

and Weaknesses Survey), 105, 125
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Form 5-2, CD-ROM (Company Strengths 

and Weaknesses Grid), 106, 125

Form 5-3, CD-ROM (Company 

Opportunities and Threats), 109, 125

Form 5-4, CD-ROM (Company SWOT 

Analysis Grid), 111, 125

Form 5-5, CD-ROM (Quick Financial 

Projection Worksheet), 114, 125

Form 5-6, CD-ROM (Freemium Business 

Model Considerations Checklist), 125

Form 5-7, CD-ROM (Pricing Considerations 

Checklist), 125

Form 5-8, CD-ROM (Business Model 

Questionnaire), 119, 125

Form 5-9, CD-ROM (Elements of Your 

Business Model Worksheet), 125

Form 5-10, CD-ROM (Resources for Growth 

Checklist), 125

Form 5-11, CD-ROM (Planning for Growth 

Questionnaire), 121, 125

Form 5-12, CD-ROM (Checklist of Common 

Owner Exit Strategies), 125

Form 6-1, CD-ROM (Product-Service 

Description Checklist), 129, 148

Form 6-2, CD-ROM (Elevator Speech-

Planning Questionnaire), 148

Form 6-3, CD-ROM (Writing Your Elevator 

Speech), 148

Form 6-4, CD-ROM (Operations Planning 

Survey (Location)), 145, 148

Form 6-5, CD-ROM (Operations Planning 

Survey (Equipment)), 146, 148

Form 6-6, CD-ROM (Operations Planning 

Survey (Labor)), 146, 148

Form 6-7, CD-ROM (Operations Planning 

Survey (Process)), 146, 148

Form 6-8, CD-ROM (Distribution and 

Delivery Survey), 139, 148

Form 6-9, CD-ROM (Management Team 

Member Profi le), 140, 148

Form 7-1, CD-ROM (Positioning and Brand 

Statements Worksheet), 159, 167

Form 7-2, CD-ROM (Six Brand-Management 

Steps), 167

Form 7-3, CD-ROM (Planning Your Website 

Worksheet), 167

Form 7-4, CD-ROM (Social Media Program 

Planning Checklist), 167

Form 7-5, CD-ROM (Product Strategy 

Checklist), 163, 167

Form 7-6, CD-ROM (Distribution Strategy 

Checklist), 164, 167

Form 7-7, CD-ROM (Pricing Strategy 

Checklist), 166, 168

Form 7-8, CD-ROM (Promotion Strategy 

Worksheet), 168

Form 7-9, CD-ROM (Customer Service 

Checklist), 168

Form 8-1, CD-ROM (Company Income 

Statement), 193

Form 8-2, CD-ROM (Company Balance 

Sheet), 193

Form 8-3, CD-ROM (Company Cash Flow 

Statement), 193

Form 9-1, CD-ROM (Is Self-Employment 

Right for You?), 219

Form 9-2, CD-ROM (Tasks and Time 

Survey), 204, 219

Form 9-3, CD-ROM (Self-Employed Expense 

Checklist), 209, 219

Form 9-4, CD-ROM (Evaluating Your Home 

Offi ce Options), 219

Form 9-5, CD-ROM (Checklist of Business 

Networking Resources), 219

Form 9-6, CD-ROM (Checklist of Ways to 

Promote Yourself), 216, 219

Form 9-7, CD-ROM (Strengths and 

Weaknesses Checklist), 218, 219

Form 10-1, CD-ROM (Job Description 

Profi le), 234

Form 10-2, CD-ROM (Job Recruiting 

Checklist), 234

Form 10-3, CD-ROM (Start-Up Costs 

Worksheet for Small Business), 234

Form 10-4, CD-ROM (Employee Retention 

Checklist), 234

Form 10-5, CD-ROM (Tips on Promoting 

Teamwork), 234

Form 11-1, CD-ROM (Growth Strategies 

Worksheet), 250

Form 11-2, CD-ROM (Checklist of Common 

Warning Signs), 250
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Form 11-3, CD-ROM (Selling Your Business 

Worksheet), 250

Form 11-4, CD-ROM (Business 

Transferability Assessing Your Sale 

Readiness), 250

Form 12-1, CD-ROM (Nonprofi t Planning 

Worksheet), 268

Form 12-2, CD-ROM (Examples of 

Real–World Nonprofi t Mission 

Statements), 268

Form 12-3, CD-ROM (Ideal Individual Donor 

Questionnaire), 268

Form 12-4, CD-ROM (Checklist of 

Responsibilities for a Nonprofi t 

Board), 268

Form 12-5, CD-ROM (Checklist of Typical 

Grant Proposal Sections), 268

Form 12-6, CD-ROM (Checklist of Nonprofi t 

Marketing Strategies), 268

Form 13-1, CD-ROM (Identifying Key 

Drivers of Change), 280

Form 13-2, CD-ROM (New Technology 

Questionnaire), 280

Form 13-3, CD-ROM (Managing 

Changing Customer Expectations 

Questionnaire), 275–276, 280

Form 13-4, CD-ROM (Adapting to 

Customer Demands and Desires 

Questionnaire), 280

Form 14-1, CD-ROM (Business Plan 

Components Checklist), 301

Form 14-2, CD-ROM (Business Plan 

Template), 301

Form 14-3, CD-ROM (Master Plan Tracking 

Sheet), 301

Form 14-4, CD-ROM (Business Plan Target 

Audience Guidelines), 301

Form 14-5, CD-ROM (Working Draft 

Checklist), 299–300, 301

Form 15-1, CD-ROM (Goals and Objectives 

Assignment Chart), 316

Form 15-2, CD-ROM (Common Systems and 

Procedures Checklist), 316

Form 15-3, CD-ROM (Checklist of 

Management and Leadership 

Traits), 316

Form 15-4, CD-ROM (Employee Training 

Resource Checklist), 316

Form 16-1, CD-ROM (Business Metrics 

Worksheet), 319, 324

Form 16-2, CD-ROM (Checklist for 

Managing Change), 323, 324

form follows function organizational 

structure, 142–143

Form icon, 3

four Ps (marketing mix), 162

franchise business model, 66

fraternal organizations, 255

freemium business model, 66, 116

Freemium Business Model Considerations 

Checklist (CD-ROM Form 5-6), 125

freeware software, 344

function organizational model, 304

fundraising, nonprofi t organizations, 258, 

262–265

• G •
geographics, customer profi le, 82–83

Gillette, 67

goals and objectives

ACES acronym, 57–58

comparing, 55–56

day-to-day work goals, 58

development goals, 59

fi ne-tuning, 59–60

innovation goals, 59

marketing/marketing plan, 157–158

nonprofi t organizations, 256–258

problem-solving goals, 59

profi tability goals, 59

technology plan, 272

tying goals to mission, 56–57

Goals and Objectives Assignment Chart 

(CD-ROM Form 15-1), 316

Goals and Objectives based on ACES (CD-

ROM Form 3-7), 72

Goals and Objectives Flowchart (CD-ROM 

Form 3-6), 72

good customers, 88–89

Google AdSense, 67

Google Adwords keyword tool, 85
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Great Business Idea Evaluation form 

(CD-ROM Form 2-1), 27, 44

great customers, 88–89

gross profi t (gross income) section, 

income statement, 172

gross revenue section, income 

statement, 172

Groupon, 144

growth

business plan and, 14

established business, 238

options for, 120

out of control, 331

planning for, 120–122

small business, 231–232

Growth Strategies Worksheet (CD-ROM 

Form 11-1), 250

• H •
hard drive, installing items from CD to, 340

Hiam, Alexander, 165

• I •
idea blender, 31–34

The Idea Blender (CD-ROM Form 2-5), 

33, 44

Ideal Customer Questionnaire (CD-ROM 

Form 4-6), 101

ideal customers, 89–90

Ideal Individual Donor Questionnaire (CD-

ROM Form 12-3), 268

Identifying Key Drivers of Change (CD-ROM 

Form 13-1), 280

implementation technology plan, 273

implementing business plan

CD-ROM forms, 316

leadership, 315–316

organizing company around plan, 303–308

teamwork, 308–315

in the black, 113

In the Plan icon, 3

income statement (earnings report; profi t-

and-loss statement)

creating, 174

defi ned, 170

gross profi t (gross income) section, 172

gross revenue section, 172

net profi t (net earnings; net income; 

bottom line) section, 173–174

operating profi t (operating income; EBIT) 

section, 172–173

overview, 170

profi t before taxes section, 173

income tax, 192

indirect (stealth) competitors, 96, 154

industry analysis, business environment, 

78–80

Industry Analysis Questionnaire (CD-ROM 

Form 4-1), 100

industry symposiums, 21

industry trade journals, 21

informal nonprofi ts, 255

information resources, 20–21, 286–290

initial public offering (IPO), 124

intangibles section, balance sheet, 178–179

intellectual property, as entry barrier, 81

internal changes, handling, 278–279

Internet

checking out competition, 29

as information resource, 21

investor capital, 237–238

investor exit strategies, 124

IPO (initial public offering), 124

Is Self-Employment Right for You? (CD-

ROM Form 9-1), 219

Ivy League institutions, 79

• J •
Job Description Profi le (CD-ROM 

Form 10-1), 234

Job Recruiting Checklist (CD-ROM 

Form 10-2), 234
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• K •
key messages, business plan, 17

• L •
labor and agricultural organizations, 255

law of maldistribution (80/20 rule), 89

LCS system, 35–36

leadership

advisor management style, 311

boss management style, 311

colleague management style, 311

factor in success, 104

planning for changes in, 250

transition issues, 315–316

legal issues, SOHO business, 201

legal structure, nonprofi t organizations, 

254–255

Lexus, 245

library, as information resource, 21

Limited Liability Company (LLC), 68

LinkedIn, 226

liquid asset changes section, cash-fl ow 

statement, 186

LLC (Limited Liability Company), 68

loan programs, 228

long-term liabilities section, balance sheet, 

180–181

low-cost business model, 66

• M •
Major Components in a Typical Business 

Plan (CD-ROM Form 1-1), 24

management capability

defi ned, 104, 107

nonprofi t organizations, 261

team member profi les, 140–141

Management Team Member Profi le (CD-

ROM Form 6-9), 140, 148

Managing Changing Customer Expectations 

Questionnaire (CD-ROM Form 13-3), 

275–276, 280

Market Segmentation Analysis Worksheet 

(CD-ROM Form 4-10), 101

market segments, marketing plan, 153–154

market share

calculating, 155

defi ned, 154

Marketing For Dummies (Hiam), 164

marketing mix (four Ps), 162

marketing/marketing plan

CD-ROM forms, 167–168

defi ned, 10, 104, 107

defi ning brand, 158–159

defi ning position, 158–159

distribution strategy, 163–164

general discussion, 149–152

goals and objectives, 157–158

Internet presence, 160

nonprofi t organizations, 267–268

pricing strategy, 165

product strategy, 162–163

promotion strategy, 165–166

situation analysis, 153–156

target market, 161

massive open online courses (MOOCS), 269

Master Plan Tracking Sheet (CD-ROM Form 

14-3), 301

matrix organizational model, 143, 304

mentors, 42

mergers

established business, 248–250

as investor exit strategy, 124

metrics, business plan, 318–319

Micro-Entrepreneurship For Dummies 

(Mladjenovic), 150, 214

Microsoft Word fi les, 340

mission statement

crafting, 51–52

fi xing, 52

framing, 50–51

nonprofi t organizations, 252–253

putting into action, 55

questionnaire, 48–50

Mladjenovic, Paul, 150, 214

MOOCS (massive open online courses), 269
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most troublesome customers, 89

multi-level marketing (MLM), 65

My Favorite Things (CD-ROM Form 2-4), 

32, 44

• N •
National Public Radio (NPR), 263

net change in cash position section, cash-

fl ow statement, 186, 187

net profi t (net earnings; net income; 

bottom line) section, income 

statement, 173–174

Netfl ix, 272

networking, SOHO business, 215

New Product Innovation Checklist (CD-

ROM Form 2-3), 30, 44

New Technology Questionnaire (CD-ROM 

Form 13-2), 280

newspapers, as information resource, 21

niche marketing, 161

nonprofi t organizations

cash reserves, 266–267

CD-ROM forms, 268

fi nancial accountability, 267

fundraising, 262–265

goals and objectives, 256–258

importance of business models, 115

informal nonprofi ts, 255

legal structure, 254–255

management, 261

managing overhead, 266

marketing, 267–268

mission and vision statements, 252–253

nonprofi t corporations, 255

operations, 259–260

organization, 260–261

overview, 251

promoting, 267–268

qualifi ed nonprofi ts, 255

research and development, 261–262

surviving in diffi cult times, 254

tax-exempt nonprofi ts, 255

Nonprofi t Planning Worksheet (CD-ROM 

Form 12-1), 268

not-for-profi ts (NPOs)

cash reserves, 266–267

CD-ROM forms, 268

fi nancial accountability, 267

fundraising, 262–265

goals and objectives, 256–258

importance of business models, 115

informal nonprofi ts, 255

legal structure, 254–255

management, 261

managing overhead, 266

marketing, 267–268

mission and vision statements, 252–253

nonprofi t corporations, 255

operations, 259–260

organization, 260–261

overview, 251

promoting, 267–268

qualifi ed nonprofi ts, 255

research and development, 261–262

surviving in diffi cult times, 254

tax-exempt nonprofi ts, 255

NPR (National Public Radio), 263

• O •
one-person business. See small offi ce/

home offi ce (SOHO) business

online business model, 66

online footprint, 99–100

online presence, marketing, 152, 160

Online Presence Program Planning 

Checklist (CD-ROM Form 4-18), 101

online reputation, 152

operating profi t (operating income; EBIT) 

section, income statement, 172–173

operations capability

defi ned, 104, 107

key components of, 136–137

nonprofi t organizations, 259–260

Operations Planning Survey (CD-ROM 

Form 6-4) Location, 145, 148

Operations Planning Survey (CD-ROM 

Form 6-5) Equipment, 146, 148

Operations Planning Survey (CD-ROM 

Form 6-6) Labor, 146, 148
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Operations Planning Survey (CD-ROM 

Form 6-7) Process, 146, 148

opportunities, business

identifying, 108–109

identifying changing that create new, 

39–40

listening to customers, 39

narrowing choices, 41

testing, 40–41

organization capability

defi ned, 104, 107

key components of, 141–143

nonprofi t organizations, 260–261

organizational models, 304

outsourcing

small business, 225–226

SOHO business, 214

overhead (fi xed costs)

defi ned, 113

nonprofi t organizations, 266

operating profi t and, 173

Self-Employed Expense Checklist, 206

owner equity section, balance sheet, 181

owner exit strategies, 123–124

ownership, pride of, 312–313

• P •
pack organizational model, 142, 304

Pareto Principle (80/20 rule), 89

partnerships, 68

passion, for business idea, 26–27

PDF (Adobe Reader) fi les, 340, 344

Personal Strengths and Weaknesses Grid 

(CD-ROM Form 2-10), 44

Personal Strengths and Weaknesses Survey 

(CD-ROM Form 2-9), 44

person-to-person business model, 66

Peterson, Steven, 61, 143

pivoting

altering distribution channels, 146–147

established business, 244–248

moving business, 145

overview, 144

product changes, 144–145

revamping operations and processes, 146

Plan B strategy, 278

Planning for Growth Questionnaire (CD-

ROM Form 5-11), 121, 125

planning team

delegating responsibilities, 291–292

loose-leaf notebook, 294

master tracking sheet, 294

setting ground rules, 292–293

timing of plan assembly, 293

Planning Your Website Worksheet (CD-

ROM Form 7-3), 167

political organizations, 255

position, market, 158–159

Positioning and Brand Statements 

Worksheet (CD-ROM Form 7-1), 

159, 167

post-crisis remedies, 123

Potential Stealth Competitors 

Questionnaire (CD-ROM Form 4-14), 101

pre-crisis planning, 122–123

pricing

entry barriers, 81

marketing/marketing plan, 165

product, 117

SOHO business, billing policies, 206–207

SOHO business, collecting money, 207

SOHO business, how much to charge, 

203–206

SOHO business, how to charge, 202–203

SOHO business, overview, 201–202

Pricing Considerations Checklist (CD-ROM 

Form 5-7), 125

Pricing Strategy Checklist (CD-ROM Form 

7-7), 166, 168

pride of ownership, 312–313

product and services

describing, 128–129

innovation, 30

marketing, 162–163

pricing, 117

Product Strategy Checklist (CD-ROM 

Form 7-5), 163, 167

Products for sale industry category, 38

Product/Service Description Checklist (CD-

ROM Form 6-1), 129, 148
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361361 Index

professional groups, as information 

resource, 21

profi t before taxes section, income 

statement, 173

profi tability, of business idea, 26–27

profi tability goals, 113–114

profi t-and-loss statement (income 

statement)

creating, 174

defi ned, 170

gross profi t (gross income) section, 172

gross revenue section, 172

net profi t (net earnings; net income; 

bottom line) section, 173–174

operating profi t (operating income; EBIT) 

section, 172–173

overview, 170

profi t before taxes section, 173

promotion strategy

marketing, 165–166

nonprofi t organizations, 267–268

Promotion Strategy Worksheet (CD-ROM 

Form 7-8), 168

psychographics, customer profi le, 82

pull marketing, 152

purpose driven planning, established 

business, 236

• Q •
qualifi ed nonprofi ts, 255

Quick Financial Projection Worksheet (CD-

ROM Form 5-5), 114, 125

• R •
R&D (research and development)

defi ned, 104, 107

improving, 135–136

nonprofi t organizations, 261–262

railroad industry, 47

reality checks, business idea, 41–43

recapitalizing, 124

red ink, 113

regulations

entry barriers, 81

overview, 193

SOHO business, 217

Remember icon, 3

remote employees, 309–310

reputation, online, 152

research, marketing

approaches, 86

compiling analysis, 84

customer intelligence checklist, 87

marketing cycle, 150

overview, 82–84

research companies as information 

resource, 21

secondary research, 85

research and development (R&D)

defi ned, 104, 107

improving, 135–136

nonprofi t organizations, 261–262

Resources for Growth Checklist (CD-ROM 

Form 5-10), 125

responsive web design, 99

revenue

falling, 327–328

generating and collecting, 115–116

review process, business plan, 299–300, 

333–337

Ries, Eric, 144

risk taking, 279–280

• S •
S corporations, 68

sales fi gures, drop in, 328

SBA (Small Business Administration)

defi ned, 221

as information resource, 21

programs, 228

SBICs (Small Business Investment 

Company), 228

SBU (strategic business unit), 143

Schenck, Barbara Findlay, 225

second opinion, 42

self-appraisal, 42–43
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Self-Employed Expense Checklist (CD-ROM 

Form 9-3), 209, 219

self-employment tax, 192

selling

established business, 248–250

small business, 233

Selling Your Business Worksheet (CD-ROM 

Form 11-3), 250

services. See also product and services

after-the-sale, 167

customer service, 104, 107

Services for hire industry category, 38

shared workspaces, 213

situation analysis, 153–156

Six Brand-Management Steps (CD-ROM 

Form 7-2), 167

small business

business plan, action plan, 228–229

business plan, business environment 

summary, 223–224

business plan, company description 

component, 224–225

business plan, fi nance summary, 226–227

business plan, importance of, 222

business plan, staffi ng and outsourcing, 

225–226

business plan, strategy section, 225

business plan, timeline, 229

CD-ROM forms, 234

defi ned, 221

expanding, 231–232

family-run, 232–233

handling changes, 230–231

selling, 233

social media use, 228

Small Business Administration (SBA)

defi ned, 221

as information resource, 21

programs, 228

Small Business Development Center, 86

Small Business Investment Company 

(SBICs), 228

Small Business Marketing Kit For Dummies 
(Schenck), 150, 165, 225

small offi ce/home offi ce (SOHO) business

avoiding pitfalls, 213

bossing yourself, 214

CD-ROM forms, 219

developing network, 215

legal issues, 201

observing regulations, 217

outsourcing, 214

overview, 197–198

planning for success, 199–200

pricing, 201–208

pros and cons, 199

putting business plan to work, 217–218

tailoring business plan, 208–211

using social networks, 215–216

workspace, 212–213

social clubs, 255

social media

small business use of, 228

SOHO business use of, 215–216

Social Media Program Planning Checklist 

(CD-ROM Form 7-4), 167

social welfare organizations, 255

SOHO (small offi ce/home offi ce) business

avoiding pitfalls, 213

bossing yourself, 214

CD-ROM forms, 219

developing network, 215

legal issues, 201

observing regulations, 217

outsourcing, 214

overview, 197–198

planning for success, 199–200

pricing, 201–208

pros and cons, 199

putting business plan to work, 217–218

tailoring business plan, 208–211

using social networks, 215–216

workspace, 212–213

solo proprietorship business

business plan for, 13

defi ned, 68

Square payment system, 263

staffi ng. See also employees

nonprofi t, 260–261

pack organizational model, 142

small business, 225–226
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start-up business, 13

start-up costs, 227

Start-Up Costs Worksheet for Small 

Business (CD-ROM Form 10-3), 234

stealth (indirect) competitors, 96, 154

strategic business unit (SBU), 143

strategizing for turbulent times, 277–278

strategy, business

capabilities, 104–108

CD-ROM forms, 125

crisis management, 122–123

defi ning business model, 112–119

exit strategies, 123–124

growth options, 120

growth planning, 120–122

identifying opportunities and threats, 

108–109

SWOT analysis, 104, 110–112

troubleshooting, 331

strategy section, business plan for small 

business, 225

Strengths and Weaknesses Checklist (CD-

ROM Form 9-7), 218, 219

structure, business

cooperatives, 68

corporations, 68

getting business started, 70–71

Limited Liability Company, 68

partnerships, 68

S corporations, 68

sole proprietorship, 68

subscription business model, 66

Surety Bond Guarantee program, 228

SWOT analysis, 104, 110–112, 155, 241

system requirements, CD-ROM, 339

• T •
Table of contents, business plan, 10, 296

target market

adapting to changing conditions, 93–94

business plan, 16–17

charting growth patterns, 91–92

marketing plan, 161

Tasks and Time Survey (CD-ROM Form 

9-2), 204, 219

taxes

employer, 192

excise, 192

income, 192

regulations and, 193

self-employment, 192

tax-exempt nonprofi ts, 255

teamwork. See also employees

developing employee skills, 313–315

distributing business plan, 308–309

effective leadership, 311

pride of ownership, 312–313

remote employees, 309–310

sharing vision, 311–312

technology plan, 272–273, 330

temporary agencies, 226

testing assumptions, 277

threats, identifying, 108–109

Tiffany, Paul, 61, 143

time frame, business plan

business idea, 28–29

milestones, 19–20

schedule, 18–19

small business, 229

Tip icon, 3

Tips on Promoting Teamwork (CD-ROM 

Form 10-5), 234

total assets section, balance sheet, 179

total funds in section, cash-fl ow statement, 

183–184

total funds out section, cash-fl ow 

statement, 185–186

total liabilities and equity section, balance 

sheet, 182

Toyota, 245

tracking

buyer tastes and trends, 92–93

marketing and technology changes, 278

trade restrictions, 81

trade shows, 21

transferability, established business, 249

troubleshooting

business strategy, 331

CD-ROM, 344

drop in sales fi gures, 328

established business, 239
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troubleshooting (continued)
loss of customers, 330–331

missing fi nancial projections, 328–329

new competition, 329–330

new technology, 330

out of control growth, 331

projects falling behind schedule, 329

rising costs and falling revenue, 327–328

sagging employee morale, 329

Turnaround Management Association, 240

turnaround plan, established business

communication, importance of, 243–244

overview, 241–242

reachable goals, 242–243

timing, 242

turnaround professionals, 240

Turning a Gig into a Business form 

(CD-ROM Form 2-2), 28, 44

tweaking business idea, 38

Twitter, 132–133, 144

Typical Business- Planning Situations 

(CD-ROM Form 1-2), 24

• V •
value proposition, product strategy, 162

Values Questionnaire (CD-ROM 

Form 3-10), 73

values statement

defi ned, 61

writing, 61, 63

variable costs, 113

venture capitalists, 237

veterans’ organizations, 255

vision statement

defi ned, 61

nonprofi t organizations, 252–253

writing, 64

• W •
Warner, Janine, 160

Warning icon, 3

Websites DIY For Dummies (Warner), 160

Williams-Sonoma, 71

Wilson, Fred, 116

Wise Giving Alliance, 266

work environment. See business 

environment

Working Draft Checklist (CD-ROM 

Form 14-5), 299–300, 301

workspace, SOHO business, 212–213

Writing Your Elevator Speech (CD-ROM 

Form 6-3), 148

• Y •
Your Biggest Competitors and Their Likely 

Moves (CD-ROM Form 4-16), 101

Your Biggest Competitors (CD-ROM Form 

4-12), 101

Your Major Business Goals (CD-ROM 

Form 3-9), 72

Your Mission Statement (CD-ROM 

Form 3-5), 72

Your Mission Statement Framework (CD-

ROM Form 3-3), 51, 72

Your Mission Statement Questionnaire 

(CD-ROM Form 3-2), 72

Your Values Statement (CD-ROM 

Form 3-11), 73

Your Vision Statement (CD-ROM 

Form 3-13), 73
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