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Acquiring a business, 41-51. See also
Evaluating a business
opportunity, 32, 44-45
preparation for, 24, 30-31, 37-40, 245
wrong reasons for, 31-32
Asset purchase vs. company purchase, 48-49
Assets, 47, 49, 88, 187-206
employees, 126, 202
Banks. See also Equipment, buying
being a good customer for, 202-203
central account, 195-196
size of, 202
working with, 191, 202-205
Book value, 47
Bookkeeper, 130-131
Buffett, Warren, 47
Business and friendship, 82. See also Failure
of business
Cash flow, 193, 194-202.
costs and productivity, 197
debt, 198
frugality vs. miserliness, 199-200
hard times, 201-202
investing, 195, 200
line of credit, 204
monitoring, 195-196
pricing, 196-197
problems, 19
project payments, 203
risk, 58
short-term tradeoffs, 197
taxes, 201-202
using customers  money, 203
Checks and balances, 75-78
time clock, 77-78
Circle of concern, 103-104
Circle of influence, 103-104, 246
Clothes, 60, 62. See also under Communication
Communication, 65-68, 70-75. See also
Efficiency
clothes as a message, 72-73
consultants, 240

Communication, cont.
with employees, 63, 67-68, 167-168, 177
listening, active, passive, 70-71
pathologies of information, 73-75
preventing confusion, 71-72
Community
corporate, 59-60, 63, 67, 245
defined, 78
enhancing, 60, 63, 246
outside the company, 63-64, 78-82
reinforcing cohesion of, 62
Company handbook. See Personnel policy
handbook
Compensation. See Salary
Consultants, 98, 233-241. See also Succession
planning
contractors, 241
evaluating a business, 44-45, 238-239
managing, 240-241
preventing problems, 88
as teammates, 118, 238
when to hire, 236-237
where to find, 237-238
Continuing education, 92-96
establishing credibility, 94
use of time, 93, 247
Contracts, 49-51
Credit. See also under Customers
cards, 198, 199
line of, 39, 198, 204
policy, 225-226
rating, 202
Critical path. See under Planning
Critical triad, 33-34
Culture of company, 59-70
corporate values, 62-64
management’s role in, 59-61
policy, importance of, 60-61, 81
reinforcing community, 60, 62
traditions, importance of, 61-62
Customers, 211-220, 224-226, 247
business opportunities, 221-223
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Customers, cont.
credit policy for, 225-226
credit rating of; 215
difficult, 218-220
parity of projects, 224-225
ranking, 213-216
researching, 212-213
sales matrix, 211-212
training, 225
Debt, 198, 247
Decision making, 63, 96-98, 214
consultants and, 98
employees and, 65-67
Delegating, 35, 101, 104-107, 140, 246
helping others succeed, 104
how to delegate, 105
on paper, 106
to other businesses, 106-107
Difference. See under Personality tendencies,
traits
Documenting, 49, 117-118, 240
errant employees, 169-170
phone calls, 119
Downsizing, 131-132
Dress. See Clothes
Efficiency, 69-124, 246. See also Insurance;
Physically Integrated Manufacturing
communication for, 115-117
cost-benefit analysis, 111-112
documentation, 117-118
employee retention, 124
estimating, 113-114
getting organized, 120-124
paperwork, 116-117
phone calls, 119-120
procedures and options, 107-111
quality, 111-113
rote, 110-111
shipping and receiving, 112-113
Employees, 125-145, 147-174. See also under
Efficiency
criticizing, 142-143
equipment and, 166, 194
job security, 69, 127
overstaffing, 131-132
with problems, 63, 169-170
profit and, 126-127
responsibility to, 61-62, 63, 152, 219
retaining, 69-70, 161, 170, 202

Employees, cont.
standards, 60-61, 127, 129
subordinates, 132-133
subsidizing, 129-130, 140, 156
troublesome, 137-140, 152, 171-172
Employment ads, 149-150
Entrepreneur
defined, 32
traits of, 32-37, 245
Equipment,
buying, 66-67, 111-112, 192-193
employees and, 66, 194
enhancing capability, 189-192
price, 191-193-194
safety program, 145
Estimates, estimating. See under Efficiency
Evaluating a business, 46-47. See also under
Consultants
buyer’s perspective, 206, 239
Exclusion, exclusionary. See under
Personality tendencies, traits
Failure of business, 19, 42-44, 88. See also
Preventing problems
Generalism, generalist. See under Personality
tendencies, traits
Gilbreth, Frank and Lillian, 101
Government agencies, dealing with, 64-65,
237-238
Growth, 56, 69. See also Planning, strategic
capability, 190-191, 192
investing, 195
measuring, 140
Hard times, 69-70, 91-92, 201-202, 247. See
also Succession planning
Hiring. See also Employment ads; Job descrip-
tions; Succession planning
avoiding mistakes in, 158-159
before hiring, 148-150

considerations in, 59-60, 63, 130, 150-153, 246

family members, 159
interviews, 155-156, 183-184
job history, 184
process of, 153-156
Hobbs, Charles R., 103
Incentives, 162-166, 194
inflation and, 165-166
as part of salary program, 161
Inclusion, inclusionary. See under Personality
tendencies, traits
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Insurance, 202
investing in, 195
key person, 57
representatives, 237, 238
savings on, 118-119
Interviews, 24, 150, 154, 160
considerations in, 152, 160
exit, 171
process of, 155-156
words vs. story, 183-184
Job descriptions, 148-149, 155, 156
Leadership
categories of would-be leaders, 131-134
circumstances of, 136-137
developing, 135-136
limits of, 137
work style, 134-135
Liability, 46, 90, 144
in business purchase, 45, 48-49
insurance, 119
Loyalty, 68-70
Managers
parental role, 140-141
responsibilities of, 61-62, 63, 88, 152, 245
Managing, 65-67, 140-143
supervisors, 142
Markets and marketing, 208-211, 247. See also
Customers; Risk
location, 209-210
name of business, 209
positioning your business, 210
receptionist, 212
surveys, 211
Merrill, Roger, 103
Negotiating, negotiations, 107, 230-232
documenting, 117
taxes, 201
Networking, 43, 79-80, 149
Optional, options. See under Personality
tendencies, traits
Ownership, 47-49, 59, 206
Pareto principle, 217
Partnerships, 48. See also Failure of business
Performance reviews, 166-168
promotion reviews, 169
Personality tendencies, traits, 176-185, 246.
See also Critical triad; Employment ads;
Job descriptions

Personality tendencies, traits, cont.
difference/sameness, 37, 181-182
entrepreneurial, 32-37
expressive/low-key, 182-183
feeling/thinking, 184
generalism/specificity, 35, 182
inclusion/exclusion, 35-36, 179-180
loner/joiner, 182
object of blame, 183
optional/procedural, 36-37, 180-181
people/things, 183
proactivity/reactivity, 35, 179
requirements of jobs, 176-184
screening for, 177-178
source of approval, 180
words, importance of, 183-184

Personnel policies. See also Personnel policy

handbook
booze at company parties, 144
importance of, 143
safety, 144-145
sexual harassment, 143-144

Personnel policy handbook, 143, 154, 157, 174

Physically Integrated Manufacturing, 120-122

Planning, 85-92, 114, 246
bottlenecks, 87-88
critical path, 85-87
research, 85-87, 89-90, 94-96
strategic planning, 90-91
succession, 57-58

Policy. See Culture of company; Personnel

policies

Power, 48, 67
hiring, 151
knowledge, 92

Preparation for owning a business, 24, 30-32,

37-40
Preventing problems, 87, 88-89, 174
checks and balances, 75-78

Proactive, proactivity. See under Personnel

tendencies, traits

Procedural, procedurality, procedures. See

under Personality tendencies, traits

Profit, profitability, 46, 126, 195. See also Debt
efficiency and, 101, 246
estimating and, 114
margin, 43, 214, 215
markets, 208
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Profit, cont.
pricing for, 196-197
responsibility of management, 163-164
risk and, 32, 223-225
stewardship for, 56
Promotions, 168-169
Queuing, 120, 121
Reactive, reactivity. See under Personality
tendencies traits
Receptionist, 109, 130-131, 212
Research, 89-90, 94-96.
in planning, 85-87, 90
before purchasing, 229, 232, 237
for sales, 212-213
Risk 58-59, 128. See also Entrepreneur
customers, 218, 222
offset with profit, 223-224
Salary, 159-162, 171, 199. See also Incentives;
Loyalty

employees’ expectations, 127-128, 152, 158-159

financial timeline, 161-162
job security, 69
outgo problems, 139-140, 160-161
productivity, 128, 194, 197
Sales. See Customers
Salespeople, 229-230, 237
insurance reps, 118-119, 238

Sameness. See under Personality tendencies, traits

Staging, 120, 121
Specific, specificity. See under Personality
tendencies, traits
Stewardship, 55-82
employees and, 61
incentives, 164
policies, 61
success and, 56, 245
Storing, 120-124
paperwork, 116-117
retrievability, 123
standardization, 123
use of space, 122-123
white-box system, 123
Strategic planning. See under Planning
Subordinates. See under Employees
Success formula, 189
Succession planning, 57-58

Teambuilding, 129-133. See also Consultants,
as teammates; Hiring, considerations in
essential staff positions, 130-131
overstaffing, 131-132
subordinates, 133-134
subsidizing employees, 129-130
Termination, 63, 158, 171-174
avoiding lawsuits, 174
process, 172-173
trauma of, 173-174
Training, 145, 157-158
cross-training, 57, 124
customers, 225
job security, 127
Triage, 102
Vendors, 227-230
delegating to, 106-107
Wage. See Salary
Workforce. See Employees



