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Chapter 1: Starting Out
Do you really want to be in business?
IF you ask a business owner to name the one thing that made going into business worth its while, nine times
out of ten the one answer that you will get is being your own boss!
No more nine to five jobs, no cranky bosses, no more rush hour traffic….these are just some of the things
that a business owner gives up.
Sounds great doesn't it? Of course I am in no way saying that starting a business and running it is going to
be easy, however considering most business owners are involved in work that they love and most
importantly are able to rake in decent profits, I would say all that hard work and stress that comes with being
in a business can be easily overlooked.
So what does it take to get into business? Well, quite simply a passion for your work, loads of hard work and
most importantly the determination to succeed.
Success is addictive, and in a business can mean different things for different people.
While some people may equate success to monetary gains, some people look at success as a life altering
change and to some others it may be in fulfilling a long held dream or wish. In a lot of ways and more a
business can mean all of the above besides providing you with a chance to prove your worth doing
something that your like and enjoy.
However before you get carried away and decide to ditch your regular job it is important that you carry out
an assessment of your expectations, your strengths and weaknesses and whether or not you have the
necessary traits to make it as an entrepreneur.
If you are still struggling over your decisions, this quiz is for you.
Give yourself an honest rating on each of the following questions using the following criteria:
If you answer a question with a no or are not sure about it then rate it with a -1 If you think you are fairly good
at something or can improve then give yourself a 0. If one of these criteria's is your strengths, give yourself a
1. Are you a self starter?
2. Can you depend on yourself for motivation when you run through rough or dry spells?
3. Are you a people's person? Do you get along with different people?
4. Are you capable of making and sticking to your decisions?
5. Are you physically and emotionally fit to stand the rigors of running a business?
6. Is planning and organization one of your strong points?
7. Do you think your family and friends will be supportive of your decision?
8. How strong is your financial situation? Can you manage till you break even and beyond in
business?
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Add up your scores.
negative scoring and you are better off outside the business world.
A score above 0 You have what it takes to be an entrepreneur.
Score of 8 congratulations! There is every indication that you are more than capable of succeeding as an
entrepreneur.
Choosing a business
Now that you are past the “should I or shouldn't I” stage, and are convinced that running a business is what
you want to do, let is take this to the next level - Deciding on a business that suits your particular skill set.
As a rule you should take up a line of work that interests you. This ensures the right kind of motivation and
passion that is required to succeed.
Any entrepreneur will tell you that one of the most important factors in their success is passion. Passion
leads to commitment, and commitment is what will lead you on to achieving your goals.
The reason why passion scores high is because if you are not passionate about your work and or lack
interest in it is only natural that you will eventually loose your drive to work. A business idea that lacks such
passion and drive can spell business suicide for a wannabe entrepreneur
An ideal business typically is suited not just to the present times but also to the future. It should offer you the
business owner consumer monopoly with pricing power and long term predictable growth. One of the best
ways to achieve this is by specializing. Simple logic works the best. You wouldn't ask any designer to
decorate your house; you'll seek the services of an interior decorator. It's an established fact that specialists
fare much better than generalists.
If you are thinking along the lines of product manufacture, weigh the pros and cons of sub contracting
production to a low cost supplier.
To market an invention or patent, do some research. Find out whether patents were issued to similar ideas.
More information can be accessed via the patent office at www.uspto.gov.
Tips to keep in mind while deciding on a business idea:
1. Find your niche. Identify a niche market based on the economic viability of a product or service
within a sub market that shares similar occupational and/or lifestyle characteristics. The best way to
identify niche markets is by breaking your demographic customer base into several subcategories
and then selecting a specific subgroup or subgroups sharing similar needs and interests. For
example, if you design clothes for young women, then your niche market would typically cater to
women in the age groups of 20 - 30.
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2.Follow your heart . Another important factor in deciding on the best business is to carefully
consider the role you plan to play in your new business. Are you a hands-on kind of a person or does
the administration side hold more appeal to you? You need to think about the structure of any
business you might start and select one that caters to your specific role.
3.Build a financial model. Every business is built around a financial model which naturally differs
with each business. Make a list of the businesses you're thinking about starting, each business will
have its own capital investment requirements, sales potential and profit margins based on the
following questions:
1. How much do you plan to invest in your new business?
2. Can you qualify for a business loan or other financial assistance?
3. What are your personal financial goals?
Build hypothetical financial models for several of your business concepts and compare them.

Fulltime or Moonlight?
A vital consideration while deciding on your ideal business is whether you want to take it up part time or as a
full time career option. In case you are still debating on just how you want to run your business, here are the
advantages and disadvantages of working part time and full time as a business owner:
Advantages of working part time
1. If you already are working in a 9 to 5 job then the obvious advantages include maintaining your
income, medical and fringe benefits and vacations.
2. Job security and stability of income and tenure.
3. Minor life style changes.
Disadvantages of working part time
1. You need to constantly strive to avoid a conflict of interest with your job by selecting a business
that is appropriate for moonlighting and in no way posses a threat to your current employer by way
of business.
2. It can get very taxing working two jobs.
3.You'll also need to curb temptation to spend more time on your business as opposed to your
job.
You may find other hurdles when it comes to deciding if you want to invest part time or go full time with your
business. Have patience and persevere, sooner or later you will be in a position to make those clear cut
choices.
Whether you decide to work fulltime or part time depends on your goals, your priorities and how
comfortable you are living with unpredictability. So choose wisely.
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Assignment 1
If you are still unsure of the kind of business you want to start here is a little exercise that will help in giving
you a better understanding of your skills and interests.
Take a blank sheet of paper and divide it into three columns. In the first column write INTERESTS as the
heading and jot down the interests and activities you like to do. In the second column write BUSINESS as
the heading and make a list of all the business that is related to your activity or interest. In the third column
write PRODUCTS/SERVICES as the heading and list out all the products and services related to your
activity or interest
INTERESTS

BUSINESS

PRODUCTS/SERVICES

Graphic Designing

Advertising/Marketing

Designing
brochures/flyers/logos

Taking photographs

Photography

Wedding
photographs/stock
photography/photo
library

Once you are done simply select the three top choices for a business idea that interest you the most.
Next compile “for and against” list for the ideas you selected. This will give the opportunity to analyze the
business ideas in a clear and objective manner.
If you do come up with a few extra negatives don't be disheartened. It is important that you know what you
are getting into now than at a latter stage.
Speak to a few people who are already involved in business in your interest area and list out the businesses
that have succeeded and those which have not and write down the reasons. Chances are by doing so you'll
avoid the same pitfalls.
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Chapter 2: The Business Plan
The Business Plan
In the process of setting up a business, one of the most common phrases that you will come across is
“business plan.” It sounds simple enough, right? Actually it is; A business plan quite simply is a written
outline that evaluates all aspects of a business venture with a detailed a description and analysis of the
business prospects.
Why Plan Your Business?
You probably are skeptical over wasting your time creating a business plan when you are raring to get
started. If you know enough about your business then you probably are right in thinking so.
However what you should know is that a business plan is an effective business tool and resource.
We plan our lives from the word go. Whether it is our education, career, home, marriage, kids etc the
chances of a any venture succeeding are improved and enhanced with a plan in place. Likewise a
business with a vision and a plan to establish that vision will flourish. If you don't set goals and then try to
reach them, your business will bite the dust and hardly see the light of the day.
A business plan will give direction to your business and facilitate the achievement of your business goals. It
will serve as a selling tool to promote your business idea and convince investors and lenders that your
business idea is viable. Your business plan will also uncover any omissions and/or weaknesses in your
planning process and alert you to possible roadblocks along the way. Also with a business plan in place you
can always approach other established entrepreneurs in your line of business if you need advice and
recommendations. So regardless of the size of the business, a business plan is an essential step for any
entrepreneur looking to seriously establish his business.
Creating Your Business Plan
Getting Started
Getting started is the toughest part of creating a business plan. However once you sit down to it you'll find
that writing the plan is not as tough as it seems. First up, start by writing out the basic business concept.
Outline the specifics of your business. Using a "what, where, why, how" approach is most useful. It does not
have to be a perfect first draft look at it as a channel to gather your thoughts together. Once you have the
draft ready, you will find it much easier to give a concrete shape to your business plan.
Keep in mind your audience
As you are creating your business plan, remember to structure it around your target audience and the
subsequent business goals. For example, if you are trying to attract investors you will want to emphasize on
the profit potential. If you are writing a plan to help you run the business better you may skip or write very
simple sections with general background information on the company and the industry, and focus in more
depth on the areas of your plan that are currently most important to you.
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Strategy is the core of your business plan
Typically the first half of the business plan is geared towards helping you develop and support a solid
business strategy. In this section your focus should be on the market, the industry, customers and
competitors. The second half of the business plan is largely dedicated to executing your selected business
strategy. Your products and services, your marketing and your operations should all closely tie in with your
strategy. So give a lot of thought to the strategy that will set the course for your business.
Think competitively throughout your plan
In today's highly competitive and crowded market, you're probably going to have serious competition no
matter how creative your business concept is. In such a scenario it is imperative that you remain as realistic
as possible to identifying areas where you can do things similar to your competitors or where you can do
things differently, about your strengths and weaknesses.
Some of the questions you should ask yourself while chalking out your business plans are - Can you find a
particular market niche to focus on? Can you find a unique strategy? Can you position your products
differently? Finding answers to these questions will keep you in a competitive frame of mind.
Outline of a Complete Business Plan
(From Adams Streetwise Complete Business Plan Software)
This is an outline of a complete business plan:
Summary
Business Concept
- Current situation
- Key success factors
- Financial situation/needs
Vision

- Vision statement
- Milestones.

Market Analysis
- The overall market
- Changes in the market segments
- Target market and customers
- Customer characteristics
- Customer needs
- Customer buying decisions
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Competitive Analysis
- Industry overview
- Nature of competition
- Changes in the industry
- Primary competitors
- Competitive products/services
- Opportunities
- Threats and risks
Strategy
- Key competitive capabilities
- Key competitive weaknesses
- Strategy
- Implementing strategy
Products/Services
- Product/service description
- Positioning of products/services
- Competitive evaluation of products/services
- Future products/services
Marketing and sales
- Marketing strategy
- Sales tactics
- Advertising
- Promotions/incentives
- Publicity
- Trade shows
Operations
- Key personnel
- Organizational structure
- Human resources plan
- Product/service delivery
- Customer service/support
- Facilities
Creating the financials of the business plan
- Assumptions and Comments
- Starting Balance Sheet
- Profit and Loss Projection
- Cash Flow Projection
- Balance Sheet Projection
- Ratio's and Analysis
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Assignment 2
Create a basic business plan for your business including the following sections:
Summary
Target Market
Growth trends in your business
Business Vision
Your Education and Work experience related to your business
Business Organization
Location
Insurance
Accounting
Financial Strategy
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Chapter 3 - Communication
Communication is an important aspect of any business primarily because it involves the sending and
receiving of information within a business. And if a business has to succeed, effective communication is a
must. However, effective communication requires tools and planning. It is through communication that
potential clients are made aware of your business and it is also the mode in which they are able to contact
and interact with you in return.
A good system of effective communication is required if you want your business to look established and
successful from the very beginning!
Communication can be divided into two categories:
External - External communication makes the general public aware of your products or service. Therefore
your business image is extremely important for external communication and should reflect your
professionalism
Internal - Internal communication enables you to attract and retain talented employees and effectively
guide them to reach your business objectives
Basic Communication Tools
Various tools are used in this day and age to effectively communicate within an organization as well as with
potential clients and the general public. In this section we will review the use of some of these tools.
Telephones
There are various modes of telephones and it's up to you to decide the type(s) or combinations of types that
are right for you.
In a business it is important that you have at least one phone line solely for your business purposes with an
answering machine and fax. This is to ensure that you can take messages in the event you are not able to
answer each call personally.
A mobile or wireless telephone will prevent you from missing important calls and can be obtained cost
effectively by signing up with most carriers. Whatever the type of phone you choose there are many viable
features to opt for, such as call forwarding, conferencing and voice mail. And as a business owner you will
not only be expected to have such options available but also since they are vital to business
communication.
memory is full.
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Facsimile Machines:
Based on your budget you can either opt for a simple fax machine or go for an "all in one" model that will not
only enable you to fax but also print and scan. You'll have less trouble coping with a simple machine rather
than a complex one.
Select a machine with a high memory capacity which will enable to send a fax at a rate faster than the rate at
which the fax can print. The transmission rate slows down to the speed of print when the memory is full.
You can also go for a fax number that works with your email system. You will receive your fax as an
attachment to an email. This can be very handy for those who travel on a frequent basis and are not always
near a fax machine.
Auxiliary Products:
Many products can be used in conjunction with your computer to enhance the functionality and image of
your business. These products require software specifically designed to facilitate their usage.
Digital Camera - Digital Cameras come in various shapes and sizes and they can be used to directly load
pictures onto your computer. However what really sets them apart in price is image quality, which is
measured in mega pixels. Anything over 4 mega pixels and above is very high quality.
Scanner - With a scanner you can include a printed copy of anything and send it as a part of a digital
document. This is used to create a digital image by scanning the printed copy of either a document or a
picture.
Wireless Transmission - A wireless transmission enables connectivity to other devices equipped with the
same feature simply by pointing the devices in the same direction. This does away with messy and time
consuming plugs and cords.
Also make sure you regularly make external back-ups to the individual programs used in your business.
Backups are commonly stored on CD's or Zip discs but you can also check out services provided on the
Web to facilitate this process.
Internet
The Internet today is a global resource and has become a very important business tool. On a very basic
level it can be used for e-mailing and for research while on a more comprehensive level it is highly effective
as a mode for creating awareness for your business and also in selling your products and services.
To access the Internet you will need a browser, which is a software application. Currently the two leading
browsers are Microsoft Internet Explorer and Netscape Navigator, however in addition to these two
browsers there are a multitude of other browsers such as Mozilla Firefox, Safari, Opera, and Flock. In order
to use the internet you need an Internet Service Provider (ISP). As with other forms of communication, there
are many plans and prices that you can select from based on your preferences.
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Top Ten Communication Mistakes
1. 'Needing' to communicate.
When you "have" to communicate, you probably won't be communicating very well. In other words, if you
wait until you "have" to say something, you've missed the real opportunity for great communication. Tip:
Communicate before you need to.
2. Trying to prove that you're right.
When you find yourself repeating what you have to say or pushing to get someone to see it your way or
even justifying the strengthen your arguments then you will end up waging an ego war of words. To avoid
such a situation, get your facts right the first time and if you are sure of your conversation then you will
effectively eliminate the need to get into heated or egocentric debates.
3. Being a Black Hole.
A Black Hole is a space phenomenon that sucks up all energy around it with nary a burp. Effective
communication is interactive and not one sided. Learn to pay attention and acknowledge what people are
saying. Sometimes a simple nod or blinking of the eyes can give the impression that you are aware and
interested in what the other person is saying.
However the best form of communicative interaction is punctuated by a series of verbal and non verbal
acknowledgements.
4. Holding Stuff Back.
One form of potentially destroying effective communication is by holding back on important stuff. Learn to
put forth your views and ideas tactfully. If you are politically correct and diplomatic in your interactions, you
can pretty much say what you feel and think without fearing a backlash.
5. Being Stressed, Caffeine, Adrenaline (drugged).
Communication becomes stressed when you're under stress or even under the influence of addictive
substances. Not only will you be a better communicator without these influences, but the
reduction/elimination of these is essential for leading a healthy lifestyle. Tip: Simplify and clean up your life
if you want to be a great communicator.
6. Insincerity.
Truth has a way of pushing out even when buried under tons of deceit and lies. People appreciate and
expect truth and sincerity. And in a crazed world such as ours, it becomes all the more important to be
truthful and honest.
Tip: Decide to tell the truth, even if there are consequences.
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7. Not being responsible for how you are heard.
It is healthy to speak your mind out, as long as you know how you sound to the other person. A lot is hidden
in the tone, the kind of words used, the pitch, speed, emotion and intention behind what we say. If what we
say is important, then how we choose to say it is equally important.
If you can put yourself in the other person's shoes and see how your words and thoughts sound then you
will know what to say and how to say it. In other words, just try and be more sensitive to people's feelings.
Tip: Ask people around you how they hear you. Learn from this.
8. Broadcasting.
Communication works best when it is a two way affair. If you don't have this kind of an interaction then what
you indulge in is called broadcasting. Lack of interaction means there is no scope for adding or enriching a
conversation.
Tip: If you talk a lot, find out why. You're likely to attract an audience, but wouldn't you rather have creative
partners, instead?
9. Speaking Too Quickly.
Why speak so quickly that the recipient needs to focus hard to listen and absorb? Not only will the person
have difficulty understanding you, but you also may end up having to repeat yourself over and over again.
You can avoid all this stress by simply learning to speak slowly!
Tip: If you're a fast talker, find out why and fix it.
10. Criticizing, Even Subtle.
Want to stop communication dead in its track? Simple, just criticize. If that was your intention great!
However if you want a conversation to see its end then pause and reflect over any criticism that you may be
tempted to offer. Tip: Stop.

Assignment 3
Make a list of the types of communication tools you will require and why it is necessary for your specific
business.
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Chapter 4 - Business Organization

Once you have decided what business to start you may find it necessary and rather useful to join with one or
more associates to launch your business. However before you go ahead and launch your business it is best
to consult with your attorney and/or accountant prior to determining the form of organization that best fits
your needs.
In theory with some basic business acumen, anyone should be able to run their business.
However if you feel less competent to tackle certain technical or management skills that are important in the
running of your business choosing a business partner with these skills may prove a most satisfactory way to
cover the deficiency.
On the other hand if you are very skilled in your special area but lack management training and skills, you
might look for a partner with a background in management. If you lack start-up money, partnering could be
one way to obtain it.
A partnership is a professional relationship existing between two or more persons who come together to
carry on a trade or business. Each person contributes money, property, labor, or skill, and expects a share
in the profits and losses of the business in proportion of his investments.
If you find yourself in a position where you have to choose a partner then do so only after you have carefully
analyzed and evaluated the personality and character of the individual you are considering for partnership,
as well the individual's ability to provide technical or financial assistance. All these factors will affect the
success of a partnership and in turn reflect on the success potential of the business.
If you decide to form a corporation, prospective shareholders will transfer money, property, or both, for the
corporation's capital stock.
A corporation generally takes the same deductions as a sole proprietorship to figure its taxable income.
What form should the business take?
The type of business entity you choose will depend on three primary factors:
Liability
Taxation
Record-keeping.
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Based on your specific requirements, there are several business organizations that you can select from.
Given below is a brief explanation of each of those organizations:
Sole Proprietorship: A sole proprietorship is the kind of business organization wherein only one person
alone will have unlimited liability for all debts of the business, and the income or loss from the business will
be reported on his or her personal income tax return along with all other income and expense he or she
normally reports (although it will be on a separate schedule). Although a proprietorship form of business
eliminates the expenses of forming a partnership or corporation, most people enter or form a sole
proprietorship form of business because they are unfamiliar with other forms of organizations.
General Partnership: In a general partnership each of the partners will have unlimited liability for the debts
of the business. The income and expense is reported on a separate return for tax purposes, but each
partner then reports his pro-rata share of the profit or loss from the business as one line on his personal tax
return.
Limited Partnership: With a limited partnership, each of the general partners has unlimited liability for the
debts of the partnership, but the limited partner's exposure to the debts of the partnership is limited to the
contribution each has made to the partnership.
With certain minor exceptions, the reporting for tax purposes is the same as it is for a general partnership.
Corporation: The corporation is a legal entity whose continuity is unaffected by death or transfer of stock
shares by any or all of its owners. Even with no partners, you may decide a corporation with minor
stockholders is better than a single proprietorship primarily because of the corporation's limited liability.
"S" Corporation: An eligible domestic corporation can avoid double taxation (once to the shareholders
and again to the corporation) by electing to be treated as an S corporation. An S corporation generally is
exempt from federal income tax.
Limited Liability: A limited liability company provides limited liability for all of its members, but typically can
be treated as a partnership for federal income tax purposes.
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Selecting an Attorney
A business irrespective of its kind is subject to the laws of the land. And when it comes to dealing with those
laws, it is best left to professionals, in this case an attorney. An attorney will be able to assist you in
complying with labor laws such as the employment of minors, illegal aliens and workplace safety rules etc.
While selecting an attorney, ensure that the attorney has the following set of skills:

Contracts: You will need an attorney who can understand your business swiftly and is efficient at drawing
up contracts with your customers, clients and suppliers; and help you respond to contracts that other
people will want you to sign.
Business organizations: You will need an attorney who can help you decide on the form your business
should take and help prepare the necessary paperwork.
Real estate: Leases of commercial space--such as offices and retail stores--are highly complex and are
always drafted to benefit the landlord. Because they tend to be "printed form" documents, you may be
tempted to think they are not negotiable. Not so. Your attorney should have a standard "tenant's
addendum," containing provisions that benefit you, that can be added to the printed form lease document.
Taxes and licenses: Although your accountant will prepare and file your business tax returns each year,
your attorney should know how to register your business for federal and state tax identification numbers,
and understand the tax consequences of the more basic business transactions in which your business will
engage.
Intellectual property: If you are in a media, design or other creative-type business, your attorney should
help you register your products and services for federal trademark and copyright protection. If your attorney
"specializes in small businesses," then the person should have a close working relationship with one or
more intellectual property specialist.

Looking for an attorney in your town or area of business, you could find one at www.findlaw.com. To find the
sole practitioners, just look for the firm names with only one person's name in the title. Also try the American
Bar Association's website that has a host of information for consumers and professionals alike who have
legal questions.

Assignment 4
Do some research and identify attorneys who can assist you in your area
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Chapter 5 - Business Insurance
The key purpose of insurance is to transfer a risk you cannot afford to one that you can afford (i.e. the
payment of a premium with no guarantee of its return). If you're already operating your business with the
wrong insurance, not enough insurance or no insurance at all, then you might as well sky dive without a
parachute. Without adequate Insurance you are likely to have your life's work wiped out through any of the
innumerable disastrous situation.
Too little insurance can leave your business vulnerable, while too much can leave you high and dry from
paying high premiums. Here are a few tips to figure out the types of insurance your business needs, and
assess whether your current policy is right for you.
Actual value: When purchasing property insurance, you should be aware of the true value of your property
(what it would cost to replace it). Insure your most vital property for its full replacement value. However
since that does cost a lot, you might want to consider insuring only the property you absolutely need to
continue running your business.
Lenders' stipulations: If you have a loan on your property, the lender usually requires you to maintain
insurance. If you don't, the lender may foreclose on the property or purchase insurance itself and charge
you an exorbitant price for it.
Absolute minimums: When you're out shopping for liability insurance, check with your current agent to
learn whether there are minimum insurance limits set by law. Although these are usually small, don't expect
them to cover you adequately in the event of a serious accident.

Customized Policy
To evaluate the extent of your current coverage, check out the Business Insurance Oracle Web site
(www.insuranceoracle.com). The site provides a good starting point for entrepreneurs via a basic
insurance checklist.
Before you decide on a policy do consider other policies offering broader coverage. If you need help
choosing a coverage policy for your business, consult an independent insurance agent who can create a
customized policy from the many products available. Here are some of the policies that you need consider:
Employment practices: This coverage protects you in case of lawsuits filed by employees charging any
type of discrimination or sexual harassment.
Electronic data processing: This covers the cost of replacement after computer hardware, software and
mechanical breakdowns; it also compensates for lost income during downtime.
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Valuable papers and records: What would you do if you lose key records and documents related to your
business? This policy reimburses the holder for the cost of software and staff assistance required to
recreate the documents.
International medical: Should you be injured or fall ill abroad, or if that happens to your international
clients or suppliers in the States, this policy would pay for the care.
Tax audit: Sutter Insurance Co. offers policies paying for additional tax assessments and interest. Check
out www.taxinsurance.com for details.
Home based business: A number of insurance companies offer policies for home based businesses that
cover all equipment in case of damage on- or off-site. Policies are also available to cover damage that
occurs affecting your additions or improvements made when you set up your home office.
Auto coverage: for company vehicles. (Liability, Comprehensive, Collision and Uninsured/Underinsured
Motorists.)
Health insurance: plans tailored to fit the size of your business. This coverage will help give you an edge
when recruiting good employees.

Assignment 5
Do some research and identify various insurance policies that can be tailored made to suit your business
purposes.
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Chapter 6 - Business Location and Leasing
A good deal does not necessarily have to mean that it's going to be a good location for your business too.
You may not think much about location if you are currently operating out of your garage but sooner or later
you're going to need the proper setting for your start-up. Typically most leases and mortgages are longterm situations. If you make a bad decision, you can be stuck for a long time. A better alternative is to rent
space rather than buy a space for your business.
One obvious and important concern when looking for commercial space to lease is finding a place that you
can afford. Brokers and agents are great sources of information on rental costs in various neighborhoods.
Once you have this figure, you can compare it to the costs of other spaces you're considering.
Choosing a business location requires consideration of a broad range of factors, from local zoning and tax
laws to the accessibility of your business to customers and employees. The following checklist includes
several questions you should answer before reaching a decision on where to open your business.
Location Check List
Location Check List
Is the area zoned for this type of business?
Is the area zoned for this type of business?
Are qualified employees available in the area?
Is the site close to the markets served by the business?
Are any competitors in the area?
Are the inventories and supplies the business needs available in the area?
Can suppliers conveniently make deliveries to this area?
Is public transportation accessible?
Are the utilities needed to run the business available?
Are there facilities nearby for transporting goods?
Are the rates for transporting goods similar to or lower than in other areas?
Does the cost of this facility in this location compare favorably with other areas?
Do the taxes on this facility compare favorably with other areas?
Do the taxes on the business compare favorably to those in other areas?
Is the area suitable for expansion in the future?
Are there adequate parking facilities for customers & employees?
Is the traffic in the area compatible with this type of business?
Are the wage scales in this area similar to or lower than other areas?
Is this a safe area for employees, suppliers, and clients?
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Is Your Proposed Location Appropriate for What You Plan to Do There?
When choosing business space, the biggest consideration is sometimes not where it is but what it is. The
building facilities need to be appropriate for your business. If a building lacks something major that is
essential to your business operation, you should probably look for something else.
Communications Wiring
Another consideration that's important for many businesses these days is having modern phone and other
data lines for the business. When you're considering a specific space, ask the agent or the landlord for
information about communications wiring, and or whether the space is connected to a fiber optic network or
is wired for DSL or a T1 line (high volume Internet connections). Also, find out to whom the landlord has sold
the rights to the risers (wire conduits) in the building. A commercial landlord cannot enter into exclusive
contracts with a single telecommunications provider.
Electricity and Air Conditioning
Ensure the place you're looking at has enough power for your needs, both in terms of the number of outlets
in your space and the capacity of the circuits. If you'll be running machinery or other electricity-hungry
equipment, make sure to find out from the landlord how much voltage the circuits can handle and whether a
generator is available during power outages. Also, if you'll keep sensitive computer equipment at your
office, ask the landlord how many hours of air conditioning are included in the terms of your lease, and
negotiate longer hours if necessary.
Parking
Another common need for many businesses is adequate parking. If a significant percentage of your
customers will come by car and there isn't enough parking at your chosen spot, it's probably best to look
elsewhere.
Zoning Rules
Finally, the location that you choose needs to be legally acceptable for whatever you plan to do there. A
certain spot may be good for business, but if it's not zoned for what you plan to do, you're asking for trouble.
You should never sign a lease without being sure you'll be permitted to operate your business in that space.
Your city planning or zoning board determines what activities are permissible in a given location. If your
zoning board has a problem with any of your business activities, and it's not willing to work out a way to
accommodate your business, you will have to find another space.
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Leasing
Before you jump up and sign on the dotted line consider the following factors.
Parking: What's it like for the hurried consumer? If they have to go through an obstacle course, why should
they come? I mean how many times have you gone around the parking lot hoping for another driver to pull
out? Don't put your clients and customer through the hells of finding parking space.
Roads: Check with the city. Are they doing any nearby construction soon? The last thing a start-up needs
are orange cones and gridlock in front of its business.
Safety: If your business is going to be open after the sun goes down, will you have proper lighting at night?
Will your customers feel safe coming and leaving your business? Most importantly will you? Safety should
be a major deciding factor.
Natural Environment: Are you in a flood prone area? Or is the area a hub for natural disaster such as a
tornado or a hurricane? The right insurance might protect you from being in the wrong location.
Customer Environment: If you target teenagers, maybe the business district isn't a bright idea. If your
customers are conservative, being next to a nightclub may not be wise. Find out where customers are and
where they'll be going.
Tax Programs: With 125 designated empowerment zones in the United States, most states and many
cities have incentives for starting a business in an economically disadvantaged area. For instance, if you're
in the Oakland Enterprise Zone, which is in a suburb of San Francisco, you might find yourself receiving six
different tax credits, like one for hiring an unemployed person and another for bringing aboard somebody
who has been in prison. Before you pick a location, contact your city's business development office and see
what they have to offer.
Seven areas of the rental agreement that requires your close attention
1. The overall lease : "Most first time and small business owners don't bother reading through the lease
document. Moreover, they do not understand all the legal jargon.
However as a business owner you owe it to yourself to not just look up the agreement but also understand
what you are going to get. If you have problems understanding the legalities of the document, enlist the
services of an attorney or a friend who is knowledgeable of these things.
2. Square-foot price vs: the bottom line: Many leases state a base rent per square foot which can be
misleading, look, instead, at the total amount to be paid. Sometimes a space that's slightly smaller with a
higher [price per] square foot may work out better for your business if it's more efficiently laid out.
3. Length of the lease: Many new business owners want a short lease or no lease at all. That way, if the
business is unsuccessful, they aren't on the hook for thousands of dollars for space they no longer use.
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4. Tenant improvements: You may want to save money by making improvements yourself, but most
leases require the landlord's permission. Submit your plans before you sign the lease.
What's included and what's not? Too many small-business owners focus on dollar amounts without
considering what they get for their money. Some tenants pay for utilities and a percentage of common area
maintenance. Watch for non-monetary clauses. Will heating and air conditioning be shut off after business
hours or on weekends? This may be important if you plan to work odd hours.
5. Subleases and allowable uses: If you decide to move or find that you're using just part of your space,
you may want to sublease or assign the lease to another business. But most leases won't allow this without
the landlord's approval. Also, most leases also specify the type of work you can do on the premises. You
should make it broader, to accommodate future expansion of your business.
6. Pass-through expenses: A common trap for tenants is the annual increase in operating costs, or `passthrough's,' that ask for a 4-percent or 5-percent [annual increase] to protect the landlord against inflation.'
Assignment 6
Evaluate your site location for the following factors on a scale of 1 to 10, number 10 being the highest.

Factors

Grade

Parking
Roads
Safety
Natural environment
Customer environment
Visibility
Terms and rental rates
Transportation accessibility
Supplier proximity
Utility adequacy
Proximity to competition
Employee availability
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Chapter 7 - Cash Flow and Accounting
Every business is modeled around a system of accounting. Without a proper accounting system it becomes
impossible to assess what your business has achieved, is achieving at present and hopes to achieve in the
future. Although most people hate the book keeping part of a business, the fact of the matter is that it is a
vital and inevitable part of your business structure. So whether you are a cake decorator or are a consultant,
a good and dependable system of accounting is needed for the running of your business.
There are two basic goals for bookkeeping and accounting:
To keep track of your income and expenses
To collect the financial information necessary for filing your tax returns.
Most business owners think that the IRS requires that your records are maintained in a pre determined
manner. Actually, as long as your records accurately reflect your business's income and expenses, the IRS
will find them acceptable.
Tips for Accounting Success
To get a grip on accounting the first thing you need to do is learn the terminology. By learning for example
what a balance sheet is and how it can help your business equips you to answer any queries calmly and
promptly. A glossary of accounting terms has been added at the end of this lesson to help you on your way.
True most experienced accountants and business analysts just need to look at your accounts figures to
predict the condition of your business. However what you need to know is that accounting goes beyond just
numbers. It's in fact a database of information on your customers, your vendors, and your employees. If
you can master the accounting system this data will enable you to track your business and plan your future.
However to achieve true accounting success you need to establish a proper accounting system to track
your transactions. Recording transactions and information is called bookkeeping, and it should be done on
a regular basis. It won't be easy for you to keep track of things if you need to hunt for receipts so be sure to
make entries of your transactions regularly.
Manual vs. Software
While in the older times, the only system of accounting available was the manual form. Today however
thanks to technological advances, there are some excellent accounting software's available.
A good accounting software can simplify your bookkeeping. Data once entered can be retrieved at a later
stage or as and when required. It will tally sums and group numbers for you, and will save you endless hours
of punching numbers into your calculator. It can help you keep track of the endless flow of paper that your
business generates. Whether you opt for a manual system or software program what you need is a system
that ensures your entries are recorded and accurate.
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Selecting an Accountant
You should consult an accountant before you start as you will need someone to advise you on your
business organization and prepare income and payroll tax returns and reduce tax liabilities. The more
"routine" bookkeeping you know and do yourself, the better it is, because you can then afford a higher level
of expertise. This could be a Certified Public Accountant (CPA); CPAs can provide a wide range of services,
from setting up and administering your accounting system to consulting and tax preparation.
Of course you will need to find an accountant that you can build a friendly and trusting relationship with.
Consider the following when selecting an accountant:
Are they licensed to practice in your state?
Do they have experience with your size and type of business?
Do they have good references?
Will they be accessible and return your calls promptly?
Can they provide insights into other areas, such as human resources or operations?
Are they respected in the community?
Do you trust and feel comfortable with them?
Do they represent themselves in a professional manner?
In addition to helping you set up your accounting system and assisting you with tax planning and
preparation, you may also want to consider hiring an accountant for the following reasons:
To compile financial statements
To review the statements you've generated yourself to find any problems or questionable items
To perform an annual audit of your books to ensure everything is being maintained accurately
There are many searchable databases on the Internet to help you locate an accountant but it is always best
to get referrals from friends, business associates, your legal advisors, bankers, or other trusted sources.
That way you can be sure that the accountant has been tired for his services and was found to be
dependable to be referred.
Accounting vs. Bookkeeping
Accounting is basically a system that keeps track of data, records your transaction history, gives you
reports and provides you with a bird's view of the company. Accounting also includes payroll and the tax
status of your company. An important area as massive fines can accompany small mistakes. Accounting is
the system that will provide the reports and information you need.
Bookkeeping is the process of systematically recording amounts, dates, and sources of every revenue and
expense you generate.
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Cash or Accrual
Somewhere along the line, you need to decide whether your accounting system will be based on a
cash or accrual basis. If all your sales are cash sales, and all your purchases are paid when you pick
them up, then the answer is easy -- that is cash accounting. If, on the other hand, you deliver goods or
services and are paid sometime later, or if you take delivery of supplies and pay for them at another
time, an accrual basis might make more sense for you.
These two bases of accounting produce wildly different results. If you are already doing business and it
is not strictly cash, you can try it both ways but you'll get a different outcome. Accountants usually
recommend the accrual basis to get a better picture of how your business is doing. This is one of the
first questions you'll have to decide when you set up your books.
Steps to Follow
1.Select a starting point. You'll need to choose a starting point for your accounting system. You
must record every transaction from that date forward, so don't go back too far unless
absolutely necessary. If you are nearing your fiscal year, wait and start the new system with the
New Year.
2. Select your accounts. Think of these in terms of assets and liabilities. Assets include
checking and savings accounts, accounts receivable (money owed by customers), inventory,
and even equipment that could be converted into cash. Liabilities include the money you owe to
others (accounts payable), your credit card balance, and any other liabilities that are scheduled
to be paid in following fiscal year
3.Gather the following information:
Company legal name
Employee identification number (EIN) or your Social Security Number
The dates of your fiscal year
The type of forms you will use for your taxes (Accountant help may be needed here.)
Sales tax rates, if applicable
A list of items you will sell (products and services) including an ID number or name, the
price or rate of what you sell, and whether what you sell is taxable (sales tax)
How you want to track sales -- by item, type of item, etc. (The guides that come with
accounting software are helpful in this regard.)
The cost of your inventory and the quantity on hand (If you need to track inventory)
A list of customers, addresses, phone numbers and e-mail addresses
A list of vendors with contact names, addresses, phones, and e-mail
The list of categories that you will use to track expenses - Some categories are pretty
universal, like utilities and postage. Others will be particular to your business. If you have
already been running your business as a sideline, look at the costs you have incurred and
the categories into which they fall.
To keep the paper trail accessible, organize an effective filing system.
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Three Steps for Bookkeeping
The actual process of keeping your books is easy to understand when broken down:
1. Keep receipts or other acceptable records of every payment made or received and every
expenditure incurred in your business.
2. Summarize your income and expenditure records on some periodic basis (daily, weekly, or
monthly).
3. Use your summaries to create financial reports that will tell you specific information about your
business, such as how much monthly profit you're making or how much your business is worth at a
specific point in time.
Remember whether you do your accounting by hand on ledger sheets or use accounting software, these
principles are exactly the same.
Glossary
Accounting
A discipline or system of tracking the income and expenses of a business, which in turn facilitates the
measurement, communication and interpretation of financial transactions.
Accounts Payable
This refers to the money that your company owes to its vendors.
Accounts Receivable
This refers to the money that your customers owe to your company.
Accrual Basis Accounting
This is an accounting system in which reports are drawn from accounts payable, accounts receivable, cash
sales, and cash payments. Most accountants recommend accrual basis accounting if you bill your
customers or incur debt.
Assets
Items that add value to your company: cash in the bank, accounts receivable, property, equipment, stocks
or bonds, etc.
Balance Sheet
It's like a snapshot of where your company is on a particular date. It lists assets, liabilities, and produces
your equity -- the net worth of your company. Bookkeeping
This is the process of entering data into an accounting system, including the amount, date, and source of
each revenue or expense. No accounting system will work without reliable bookkeeping.
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Budget
This refers to the process of managing cash flow in your company.
Cash Basis Accounting
This is the accounting system in which cash transactions are recorded and reports drawn from actual
payments made into and out of your company.
Cash Flow
This is a summary of your company's sources and uses of cash. A cash flow report will show you changes in
your cash position over a period of time.
Cash Sale (Receipt)
This is a sale of a product or service that is paid for when it is delivered. The paperwork that accompanies a
cash sale is called a receipt and documents the delivery and payment.
Equity
This refers to the net worth of your company when all assets and liabilities have been accounted for.
Invoice
This is the written record of a transaction, often given to a customer or client when a service or product is
delivered, but not paid for. Sometimes invoices are called bills, or even statements, although statements
are technically something else (see below).
Liabilities
These are the things that your company owes to others: accounts payable, credit card debt, mortgages,
etc.
Profit and Loss Statement
This is one of the reports that your accounting system will generate to give you an overall view of how your
company is faring. A P&L statement will look at a period of time such as a month, a quarter, or a year. You
can compare with other periods of time to make decisions.
Statement
This is a written summary of unpaid invoices. Statements may contain several invoices and are usually sent
as a reminder of payment due.
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Assignment 7
Based on the points for selecting an Accountant, make a list of possible Accountants you can approach.
Mark all the accountants who received referrals.
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Chapter 8 - Financing Your Business
All businesses incur expenses on a daily basis (overheads etc.) in addition to both short term and long term
expenses. Even as you initially start out your business there are some unavoidable expenses such as
purchasing of licenses, payment for permits, hiring professional services (e.g.: legal, accounting,
insurance), carrying out leasehold improvements, buying furniture, fixtures and equipment, etc.
And once you get your business off the ground you will have to contend with other constant expenses such
as paying the day -to-day wages of your employees or if you are in the food and service business you may
have to pick up durables on a daily or weekly basis.
So the obvious question then is where do you get the finances to begin and sustain such a venture? The
first place you are most likely to try is your personal savings. Next come relatives, friends, or other people
who are willing to finance your business. Availing financial help is fine as long as you have enough control
so as to ensure your ownership.
If you can work out your financial requirements wisely and demonstrate experience and integrity, you can
approach a financing institution to finance part of your operating needs.
The primary concern of any institution with money to lend is security. The security may be a business asset,
but when you're just starting the best security is usually your home or any other form of r personal asset.
Secondly the lender will want to see some sort of business plan to gauge the credit and economic
worthiness of your business. If you possess a complete a business plan with a cash flow forecast -the
lender will realize that you have done some practical thinking with regard to your business and be more
willing to consider your request. Aren't you glad you took the time out to sit and create that business plan
now?
.
Also it is advisable to maintain good a relationship with your bank at all times irrespective of whether or not
you need a bank loan. When you deal with your banker, sell yourself and do not hesitate to openly discuss
your plans and difficulties.
If you need financial assistance carefully prepare, in written form, your entire business proposition. Many
business-people or prospective business operators destroy their chances of obtaining financial help by
failing to present their proposition properly.
Where to go for Money?
There are several modes of financing you can opt for:
- Unsecured Loans
- Secured Loans
- Collateral
- Loans (Debt) vs. Investment (Equity)
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Unsecured Loans
Credit to a certain amount can be granted on an unsecured basis which means that there is no collateral
granted for the loan. Examples include credit cards, or loans form friends and relatives.
Secured Loans
Most small business loans are secured by the assets of your business, your personal assets, or both.
Secured loans mean that there are assets pledged to secure the payment in the event of non payment.
Examples include a Computer lease, car loan or lease, home mortgage
Collateral
Common types of collateral are equity in your home, accounts receivable, inventory of the business and
equipment. Lenders go through an evaluation of the collateral to determine how much they can lend
against it. The type of loan you can opt for will depend on the number of years in business and size of your
company and the amount needed.
Loans (Debt) vs. Investment (Equity)
Most likely you are familiar with a loan (debt) where the lender gets an interest rate and fees.
Equity on the other hand is where the money raised gives the investor an ownership interest. This is
common in the sale of stock to a limited number of investors or participation by venture capitalists.
You can even consider going into partnership with friends and family who want to be your partner but
consider this carefully as they are then eligible to receive increased value of the business and have voting
rights.
Discuss with your lawyer and accountant all the aspects of debt and equity before you decide to go ahead
and take them.
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Lender Comparison Table
Consider the types of loans available and the pros and cons of the different lenders listed in the chart below.

Type

Cost

Payback
Terms

Sizes

Personal
Savings

No cost

Friends &
Family

Usually
good rate
or none

Very flexible

Home
Mortgages
-Traditional
or Seconds

7-9% 8-14%
on equity
loans

Very long
and flexible

80100% + of
home equity
value

Credit cards

16-23%

3,00010,000

40-60 months

Suppliers

Free

30 days +/-

Landlord

Adds to
rent cost

Over term
of lease

Venture
capital

25-40%

5-7 years

7-9%

$300,00 0+;
75% of
apprais al

Commercial
mortgage

Specialized
12-18%
lenders
(industry
expertise,auto,
business
brokers, high
tech,
specialized
equipment,
computers,
phones, etc.)

None

$500,00 0+

For

Against

Easy, cheap

Risk of Loss

Flexible,
best value

Can create
friction

Your house is
at risk in the
event of
nonpayment
Easy qualifying, Small
amounts
no collateral
Inexpensive,
Short term
unsecured
Hard to get;
Preserves cash
assets acquired
for assets you
are usually only
can't take
good at one
with you
location;
difficult to move
Cheapest,
longest term

Can get large
amounts

Very hard to
get; share
ownership

25 year
payment; all
due in 10 years

5-7 years

Varies
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Leasing
companies

12-18%

5-7 years

Varies

SBA
loan
guarantee
programs

7-9%

7-20 years

$50,000 1,000,000

Finance
companies

14-30%

1-3 years

Banks

6-9%

$100,00 0+

1-5 years

$50,000 +

Same as
above;also
100% financing
Longest
payback for
other than
real estate
loan

Can be a
complex
process

An alternative
when you
don't have
many

Expensive;
picky about
collateral

Generally
hardest to
qualify for

Generally
least
expensive

Assignment 8
Create a simple chart based on the above and list out the types of possible loan options that you are
interested in and which you willing to consider.
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Chapter 9 -Internet Business & Search Engine Marketing
What is E-Commerce?
E-commerce is the sale of products and services over an electronic system like the Internet. Today
businesses both big and small are utilizing the internet to reach out to audiences far and wide. In fact ecommerce is the fastest growing segment of the economy because it provides a global market from the
comfort of our homes at minimal costs.
As a new business owner you obviously will be interested in the benefits of having an E-Commerce
website. A majority of business owners already have an established business and use the internet to create
an online presence for their business. This works well for them as a website can supplement the sales of an
already established business.
Of course you cannot hope to completely disrupt or to compete favorably with large established
competitors. You have to have realistic expectations from what a website can do and cannot do for your
business. Remember all these large businesses already have the inventory, delivery and marketing
systems in place and they can deliver their products much more attractive prices than you can.
Having said that, I would still strongly support the usage of a website as the internet provides a global
audience of potential customers 24/7.
Most customers these days expect businesses big and small to have their own websites.
This is like tentative buying; they get to see what you and your business is all about.
What kind of products and service you provide, the kind of quality you can assure your customers, previous
customer referrals etc. The best aspect of having a website comes with the fact that your customers will
have access to information about your business round the clock.
There are quite a few online businesses report sales even during non-working hours and on holidays! So if
you are going ahead with setting up your own website you need to promote it actively. Just remember to add
the address/URL of your businesses everywhere including to your emails as your email signature, your
stationery, sales forms and advertisements.

45

STARTING YOUR

OWN BUSINESS

Setting up a Website
Registering Your Domain Name
Each website has its own unique name, such as Amazon.com or eBay.com. This is your "Domain
Name." It is a unique name that identifies you to all of the other computers on the Internet. You can
register for a domain name through registrars such as Dotster.com, and Register.com. Once you
register and correctly set up your Domain Name Server, people can access your website by simply
typing your Domain name into their browsers.
There are other web address extensions beyond ".com," which is the easiest to remember. Some
extensions such as ".org" are meant for nonprofit institutions, while ".edu" and ".gov" are for used by
educational and governmental
institutions respectively.
It is advisable that you come up with an easy-to-remember ".com" name for your site.
Once register your domain name, it will remain in your name and control for as long as you pay to keep
it.
Your company name, trademarks, logos and artwork used on your website will require appropriate
trademark and copyright protection under intellectual property laws. You can consult your lawyer for
more information and advice on this issue.
Hosting your website
Your business will need a place to reside online. You may choose to buy (by having your own network
server) or lease (by having your site hosted by a web-hosting service). Hosting services can also provide
"user statistics," which track the number of visitors to your site. Resources such as "thelist.com" and
"Cnet.com" offer a list of hosting services.
For larger sites, you can set up your own Internet server. You set up and maintain the computer (server) that
people on the Internet connect to when they visit your site. Having your own server is almost a necessity if
you will be using large databases for your inventory and also if you want to keep a track of your customers.
You will also want a large capacity, high-speed connection to the Internet to enable fast access to your site
when the traffic is heaviest.
Building your website
When building your website you can either choose to hire a professional web developer to create your
website or you could set up your own site.
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Designing your own website
If you are convinced that you can create your own website it is advisable to initially spend some time
going through online tutorials that provide a step by step guide to creating your own websites. In the
process don't forget that your website should be easy to navigate, is up to date on content and
information. Remember, for most customers your website will be the first impression that they carry
forward.
Marketing and Promotion
One of the easiest and fastest ways of conducting a search on the internet is through search engines.
And a whooping 90% plus internet users prefer using search engines such as Google, yahoo, MSN,
Overture etc. to look for information and to browse. Most of these search engines provide local search.
Thus it is imperative that you market your website effectively.
Search Engines and Resources

Top Search Engines

Other Top Search Engines

Google

WebSearch.com

Yahoo

InfoSpace Networks

MSN

(Dogpile/Webcrawler)

AOL Search

Netscape

Ask Jeeves (Teoma)

AltaVista

Overture

Microsoft.com

MyWay.com

HighBeam.com

Information.com

DMOZ

Lycos Networks

Gigablast

(Hotbot)

Zeal
Mamma.com
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EBay
Most of us are familiar with eBay; it is like only one of the most popular online buying and selling sites on the
internet. So regardless of whether you are starting your own business, promoting your product online, or
just cleaning out your attic, www.ebay.com is definitely something you should consider.
To sell on eBay, you will need to register and then verify your identity. Registration is a quick and easy
process. Verification will be a little more involved, but is a necessary process to ensure that eBay remains a
safe marketplace. Once you have completed these two steps, you will have a "Seller's Account" and will be
able to start listing your items for sale.
Fees
When you list your item on eBay, you are required to pay an Insertion Fee. This fee is based on your starting
price (or your reserve price if you set one). When your auction has ended, if your item sells, you will be
charged a Final Value Fee based on the ending price.
Get the most from your eBay experience
Want to direct some of eBay's massive traffic to your website? Create an About Me page! On this page you
can put some information about your business, your products, and your policies, but most importantly a link
to your website. This will let potential customers know where they can go to find more.
eBay Don'ts
Before you start using eBay, you need to read through their policies. Violations can cause your listings to be
canceled and your account to be suspended.
There are many items that cannot be sold on eBay such as firearms, drugs, fireworks, recalled items and
surveillance equipment.
Click here for a complete list of prohibited and questionable items.
Other policy violations include sending of unsolicited commercial emails, links within your auction
description, and using a second User ID to bid on your own auction to increase the price.
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