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Key Terms 
Episode 6: The Essentials with hosts Ray Mayfield & Tiara Jones 

 
Operating Agreement – An internal document used by Limited Liability Companies (LLCs) that 
outlines how the business will operate to include governing authorities, responsibilities, 
relationship agreements, financial decisions, rules and regulations.  
 
By-law - An internal document used by Corporations that outlines how the business will 
operate to include governing authorities, responsibilities, relationship agreements, financial 
decisions, rules and regulations. 
 
Registered Agent – A company or individual that receives legal documents and notices on 
behalf of your business. Registered agents can also assist with registering your business and 
filing annual compliance paperwork on your behalf.  
 
CPA – A certified public accountant is a licensed professional that specializes in financial 
audits, accounting, taxes, bookkeeping, and providing other financial advisory services.  
 
Bookkeeping – Management of financial transactions, statements, and accounts.  
 
Commingling of funds – Mixing funds and financial transactions between a personal and 
business account. This should be avoided at all costs by establishing a business bank account 
and only using that for business transactions.  
 
Chamber of Commerce – An organization that assists and advocates on the behalf of 
businesses within their local network.  
 
Sales Tax – Taxes collected by the state for goods and services. 
 
Sales Tax Nexus – Direct business connection with a state which may require sales tax 
obligations. Each state has different requirements, but it is usually related to your physical 
footprint and/or the gross amount of retail sales within the state.  
 
Domain name – The URL name for a website and what follows the @ symbol in an email. For 
example, thefrontrunnerpodcast.com is our domain name for the podcast website. 
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Capability Statement - A high level document that concisely describes a business’s 
capabilities, products/services and any relevant accomplishments or certifications within 
context of a specific business opportunity.  
 
NAICS Code – North American Industry Classification System code is a classifier for a 
business industry. This code can be found with a quick Google search (e.g., [industry name] 
NAICS code). For example, the NAICS code for consulting is 541611. This code is required for 
government contracts and business certifications. 
 
Standard Operating Procedures (SOPs) – A document that outlines specific instructions to 
execute a business procedure.  
 
Quick Sheet – A quick reference document that includes important information about a 
business, such as (but not limited to): 

• Contact information (address, email, phone number, etc.,) 
• EIN 
• DUNS 
• 2-3 sentence business pitch  
• Mission statement  
• Biographies on key personnel within the business 
• Short and long-term goals  
• Product/Service Description 
• Target Market  
• Social media links 

 
 

 
 


