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Financial “Do’s” and “Don’ts” 

	DO
	DON’T

	Change the address of your bills, credit cards, etc. to your new office address
	DON’T let your bills mount up, like your rent “because the landlord hasn’t asked me for it.”  Pay them on time because you are a responsible business owner

	Use business credit card for business expenses and personal credit card for personal expenses, even if that means doing two transactions in one trip at one store.
	DON’T give AMs/ receptionists your credit card to buy supplies.

	Keep a sample kit log
	DON’T leave sample kits lying around everywhere in the office.



	Keep your sample kits locked up or off-site whenever possible
	DON’T let AMs make color photocopies of blue books.  Let them know your goal as a business owner is to be profitable.

	Plan ahead for literature and sample kit needs.
	DON’T use overnight or 2-day shipping for literature and sample kits (RED/BLUE label shipping). Ask other managers or DVM for help before paying for this expensive shipping option. 

	Be intentional about treating your staff and reps for meals.  Be clear about when you are paying for them.  It is not automatic that you treat them.  
	DON’T pay for reps and your staff’s meals all the time.  Be creative with the ways you spend time with people to develop them,  you don’t always have to go eat something, go for a drive or a walk.

	Use the OfficeMax discount for copies
	DON’T buy a copy machine.   If you think about doing this, please call Adam 773-617-0904.

	Use the company’s Recep Payroll program for any receptionists working out of your office
	DON’T pay people “under the table”

	
	

	Promote company contests well, especially the FAST START, and send in reps’ sheets promptly to the company.
	DON’T spend money on “extra” contests that are not approved by your DVM.

	Know your TRUE available balance, when you go to write a check or make a purchase.
	

	Pack a lunch, put a small refrigerator in your office.  Get a metal water bottle and fill it up at a fountain or faucet.
	DON’T buy bottled water or fast food every day.  

	Use Cutco to Barter with landlord, mechanic, or accountant.
	DON’T cosign on any leases or legal agreements for friends or assistant managers.

	Delay gratification
	DON’T spend your paycheck like it is your personal paycheck.  The check is the revenue for your business.

	Save 5% on Literature orders by using a debit or credit card.
	DON’T go looking for write-offs and spend money that you wouldn’t spend otherwise.  Write-offs just reduce your taxable income.  They don’t reduce the money you actually pay in taxes dollar-for-dollar.

	Use a laser printer for basic printing needs in the office.
	DON’T use an inkjet printer, cartridge replacements are too expensive!
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