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Simple Forms & information that may be helpful in setting up a consulting firm


On occasion friends have asked me for advice about the administrative aspects of setting up
and running a sole proprietor consulting business. My personal goal has been to spend as
Iittle time as possible doing administrative chores associated with the business so that I can
spend most of my time doing substantive work. If my friends share this philosophy, then
some of the forms and information that I provide them may help them achieve this goal
without having to "reinvent the wheel."


I provide these same materials here for your use. They may or may not work for you, but
so far I believe they have saved me some time for more enioyable chores. There is nothing
sophisticated about these forms. My point in sharing them is to assert that "simple is fine."


These forms and information plus the Excel "Billing Record Template" have served me fine
for 15 years. They might work for you also.


Chuck Elkins


Email: elkinsenv@aol.com








Company Name
Company Address


November 1,2009


[client address]


Subject Invoice #


Dear [client]:


During the month of October I performed consulting services for the [client] These
services are detailed in an attachment to this invoice.


Fee; 2.8 hrs. @ $ [rate] $ 0.00


Travel: $ 0.00


fotal Fee and Expenses: g 0.00


Total Amount Due On This Invoice: $ 0.00


I appreciate the opportunity to be of service to [client]


Sincerelv.


Isignature]







[client name]


INOTE: I highly recommend that you provide this level of detail to your clients. I
believe it builds trust between you and your client regarding what they are getting for
their money. If you only bill them for the end product, they may feel they have
overpaid because they may not have a good understanding of what it takes to produce
that product.l


Dates October 2009 Hours
8 Draft document about.. 0.6
13 Attend meeting about.. 1.2
15 Participate in conference call regardins.. 0.8
24 Call Bill Smith about participatins.. 4.2


Total Hours 2.8








Notes: Items of interest in setting up a consulting firmt


Bank Account: Should be separate account


Zoning for home office: [varies by jurisdiction];
You may need:


Occupancy permit


Business license


Account: Quicken is sufficient; do not need Quick books


Taxes:


Local Business taxes


Federal income: Schedule C for sole proprietorship


Home office? [RS is sffict about using office for non-business purposes; read IRS


restrictions before deciding to claim this.l


Depreciation of equipment Need to use equipment for more than 50Yo of time for
the business in order to depreciate it. If equipment stops being used for business before its useful
Iife (as defined by IRSJ is up,lRS will re-coup.


Local property taxes on equipment, etc. in some jurisdictions


Business IRA: put away pre-tax income for investment laccount has to be set up and there is
annual reportingyou have to do to Feds separate from tax returns.]


Health insurance of self and spouse-special Federal treatment provided by IRS


Liability: If want liability insurance, my broker is Robert McClung Georgetown Financial Services


[202-686-e000)


Contracts with your clients are a good idea. Consider including a liability limitation provision such
as the following that may limit your liability [consult with your own lawyer]:


"Limitation of Liability -- In no event shall Consultant's total liability under this agreemenl including
any damaget losses, and causes of action {whether in contract, taft (including negligence) ar
atherwise) exceed the total amount paid to Cansultant by [client] for wark performed under this
agreement. The provisions of this paragraph shall surttive expiration and termination af this
egreemenL"


1 These suggestions are based on my experience and do not constitute legal advice. You should consult with
yourowrt lawyer.
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