f you're like most business

owners, you've got a huge

list of “to-dos” that stay
perpetually on the back burner.
You know, like fixing the filing
system that currently consists of
two piles labeled (at least in your
mind) “Hot” and “Procrastinate.”
Or addressing that long-
neglected employee problem.
Or bringing your embarrassingly
outmoded website up-to-date.
According to entrepreneurial
expert 1y Freyvogel, now’s the
time to tackle that back burner
list with a vengeance. Fixing
your business problems in 2006
is the best way to start 2007 off
with a clean slate.

“There’s something psycholog-
ically satisfying about starting a
new year unencumbered by old
issues,” says Freyvogel, founder
of EntrepreneursLab.com. “I
advise business owners to set
aside several days toward the
end of the year to address those
issues that usually get crowded
out by the day-to-day problems.
Things are usually slower in
December, anyway, so it’s a good
time to start purging your back
burner list. Do it, and you will
be surprised about how much
more smoothly your company
will run next year.”

If you're feeling overwhelmed,
take a deep breath. Freyvogel
has put together a checklist of
items that every business should
take a look at now to ensure
they won’t be greeting the same
problems in 2007. Here it is:

Review all your systems from top
to bottom. Carefully examine what
is working and what isn’t. Decide
where the problems are and figure
out what can be fixed. You might
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be able to fix them yourself, or
you might need outside guid-
ance. Maybe you need a computer
expert to help you use the technol-
ogy more efficiently, or maybe you
need a financial expert to improve
the way you do your books.

“Whatever you do, don’t
assume anything,” says
Freyvogel. “Don’t assume that
just because you have had a
certain system in place from day
one that it is adding value to
your business or your customers.
A system review can be an eye-
opening experience for business
owners. They are usually sur-
prised to find that their busi-
ness has fallen into habits that
are hindering them from being
more successful.”

Review all vendor contracts.
Take a look at how much business
you are doing with each vendor.
Are you getting optimum pricing
based on how much you are work-
ing together? Is the relationship
mutually beneficial for you and
for them? If not, don’t be afraid
to make a change. If you're happy
with your vendors, on the other
hand, take the time to tell them.

“Let vendors know that you want
to create a great relationship with
them,” says Freyvogel. “T'hey will
appreciate that you are taking the
time to make sure that they are
happy in the relationship, too. Let
them know that you want to be
their favorite customer!”

Determine who your best
customers are. You may be
surprised to find out that your
best customers aren’t who you
think they are. Examine all your
customers through a profitability
lens.

15 things small business owners should do before the end
. of the year

—by Dottie Detout

“When I do my end-of-year
review, I am always surprised
to see who my best customers
really are,” says Freyvogel. “Just
because you always seem to be
doing something for certain
customers doesn’t mean they’re
the most profitable. During my
own end-of-year review, I often
find that my needy customers
and my most profitable custom-
ers are two different groups.
When I tell my employees about
the distinction, they are always
surprised. Of course, you should
treat all customers well—but
when you find out who your best
ones are, you'll want to really
give them the VIP treatment.”

Touch base with your best
customers. Be sure to tell them
you appreciate their business
and ask if there is anything you
can improve on or do differently
to help them grow their busi-
ness. “I always like to send out
an end-of-the-year letter to my
customers,” says Freyvogel. “It is
a quick and easy way to let them
know we care about their needs
and to encourage them to give
us constructive feedback.”

Hold annual performance
reviews. Discuss with your
employees what they can do to
help the company run more
smoothly. Also, take the oppor-
tunity to find out what they feel
most passionate about in their
work, and ask if there is another
part of the business in which
they’d like to play a larger role.

“I've always found that perfor-
mance reviews are a great time
to ask my employees, ‘What can
I do for you?’” says Freyvogel.

“Their responses always surprise
me. Sometimes they want some-



thing as simple as getting their
chair fixed, and sometimes they
request something that I simply
can’t do. Regardless, always be
honest with them and take the
time to listen to their concerns
one-on-one.”

Engage your employees as
partners. The best people to
help you solve problems, par-
ticularly those involving custom-
ers, are the ones who experience
them on a daily basis. That’s
right. Your employees are a
(possibly untapped) wellspring
of ideas on how you can make
your customers happier. Hold
an end-of-the-year forum
designed to get them to share
those ideas. “Listening to and
implementing your employees’
suggestions is a great way to
make them feel like valued busi-
ness partners,” says Freyvogel.
“It will stoke their passion for
what they do and encourage
them to work harder in the
coming year.”

Do an early spring cleaning!
Purge your office. It’s time to get
rid of all of that stuff that you
either don’t need or that doesn’t
work anymore. Your employees
will like working in a cleaner
environment. Chances are
they—and you—will be happier
and more productive. And don’t
limit your efforts to the inside of
your building. Take a look out-
side. Are there things that you
could do to make it look nicer?
You might even freshen things
up with a new coat of paint or
some potted plants. “I am a
firm believer that our mental
processes are influenced by our
external environment,” says
Freyvogel. “It’s depressing to be

surrounded by clutter. Clean up
and everyone may enjoy a boost
in energy and creativity.”

Review your marketing cam-
paign. The end of the year is
a great time to take a look at
which marketing efforts are driv-
ing business and which are not.
Do not hesitate to make changes
if you think your current efforts
aren’t paying off. “Keep in mind
that a lot of ads will automati-
cally renew,” says Freyvogel. “If
you have an ad that you don’t
think is helping your business,
you will want to make a change
before you're committed to
another year.”

Overhaul your website. In the
same way that retail stores move
around their floor sets, you need
to make changes to your website
to keep people coming back.
Make sure all of your information
is updated, and post any articles
that have recently mentioned
your work. “Set your company’s
website as the homepage on your
browser,” suggests Freyvogel, who
constantly updates his own site
(EntrepreneursLab.com) with new
articles and other features. “That
way every time you go online you
will notice your website. It serves
as a great constant reminder that
you need to keep making updates
and improvements.”

Take a look at your business
cards. Chances are you are
handing out your business cards
to all kinds of people: your
customers, your vendors, poten-
tial customers, everyone. Make
sure all of the information is
updated. Are all numbers and
email addresses current? Does
the layout (colors and design)

match that of your website and
other stationery?

Review professional magazine
subscriptions. Are you really
reading all those magazines that
come each month? Chances are
at least some of them are getting
piled up somewhere in the office
(to the detriment of your de-
cluttering efforts) or are simply
being thrown away soon after
their arrival (to the detriment of
your local landfill).

Consider technology upgrades.

If you need new computers or a
new phone system to help things
run more smoothly, the end of
the year is a great time to make
those upgrades. “A new computer,
phone system, or other technol-
ogy upgrade can make a huge
difference in the daily lives of
your employees,” says Freyvogel.
“Technology upgrades will enable
them to spend less time attend-
ing to problems such as computer
crashes or lost voicemails and
focus more attention on those
things that truly matter. Just
be sure that everyone gets the
appropriate training on the new
technology.”

Review insurance policies.
Often insurance policies are
set up and then put to the side,
forgotten, until something hap-
pens. Then, too many business
owners discover that they are not
adequately covered. Freyvogel
suggests that you use the end
of the year as an opportunity to
carefully review all of your poli-
cies. “I know, insurance is not
the most exciting subject in the
world,” he says. “But taking the
time to make sure you have ade-
quate coverage could save you a
lot of money down the line. This
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Emergency Medical Services
GIS speeds response times

Sunstar Emergency Medical
Services (EMS) in Pinellas
County, Florida, has deployed
an advanced GIS solution,
MARVLIS, to increase the
efficiency of the county ambu-
lance service. The Mobile Area
Routing and Vehicle Location
Information System is used to
place ambulances in the best
possible locations, track vehicles
in real time, and provide intel-
ligent time-of-day-based routing
that improves response capabili-
ties for the county’s fleet of 68
ambulances. The result is faster
response times, which can make
all the difference in an emer-
gency. MARVLIS uses ESRI
technologies for high-level spa-
tial data management, desktop
query, analysis, and visualization
functionality; as well as opti-
mized routing capabilities.
[www.esri.com]

Provisional Certification
Program in spatial sciences

The Provisional Certification
program in Photogrammetry,
Remote Sensing and GIS/LIS
developed by ASPRS is now
available to students graduating
in the spatial sciences. Eligible
students can apply, pass peer
review, and take the examination
in their specialty while still in
school and become “provision-
ally certified. They then enter
the workforce and when they
meet the job experience require-
ments, they become fully certi-
fied. The first university to offer
the certification is North Caro-
lina Central University. [http://
www.asprs.org/membership/cer-
tification/certification_guidelines.
html]
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Topcon awarded
first government GNSS contract

Topcon Positioning Systems
(TPS) wins the first U.S. govern-
ment GNSS contract. Designed
to harness signals from all
current and planned position-
ing satellite systems—GPS,
GLONASS, and Galileo
(G3)—the (eventually) 80-satel-
lite GNSS reference system will
be deployed by the Tennessee
Department of Transportation
(TDOT), which specified in its
bid that the receivers have the
ability to receive signals from
all current systems of satellites
and be upgradable “at no charge
to the state when the manufac-
turer’s equipment is capable of
receiving the additional satellite
signals from the GLONASS and
the Galileo systems.” Topcon
G3 technology provides this
capability. Also included in

the winning bid are Topcon
GPS rovers, Topcon GPS base
stations, Topcon GMS-2 GIS
receivers, Topcon Tools software,
TopNET Network software, and
state employee training. [www.
topconpositioning.com; news@
topcon.com]

Topcon Brisbane technology
center

Topcon Positioning Systems
recently opened a new Topcon
Technology Center in Brisbane,
Australia. The center produces
key software systems for the com-
pany’s machine control and land
surveying products used around
the world. The expansion is

tied to the “massive growth of
machine control systems for con-
struction and agricultural equip-
ment” in the past 12 months.

is especially impor-
tant if changes
have taken place

in your company
during the past year that affect
your liability.”

Update your minute books.
Keeping your minute books up-to-
date can save you from problems
in the future. If you ever face a
legal problem, the first thing your
attorney will want to do is take a
look at your minute books. If your
books are already updated, it will
help you get your legal case off to
a good start and will allow your
attorney to focus on the important
details of the case.

Meet with your accountant.
The end of the year is the per-
fect time to meet with your
accountant to plan your taxes.
Discuss with your accountant
what you should do with excess
cash and take a look at anything
you can write off.

“This may seem like an over-
whelming list,” says Freyvogel.
“But trust me, most of the items
are easy to do. Like most things
you procrastinate on, they aren’t
painful at all once you jump in.
Make dealing with your ‘back
burner’ list your end-of-year
resolution and you’ll be amazed
at how liberated you feel. When
2007 rolls around, you’ll tackle
your new goals without guilt
over all the loose ends you're
neglecting. It’s a great feeling
and one that you’ll be eager to
replicate next year.” I
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vogel is a visionary entrepreneur who has launched and grown

Y
numerous successful small businesses over the course of a 35-year career.
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