
Introduction
Worksheets IntroductIon
The worksheets in this book are designed to create a business plan that will serve as your road 
map for starting a successful microbusiness. By completing these worksheets, you will take a 
hard look at your business idea and yourself, and decide whether you have the time, energy, 
desire and resources to launch a microbusiness.

how to use the nxLeveL® Business Plan Worksheets
There are worksheets for each of the 15 sessions. They will guide you through a series of 
self-evaluation exercises, as well as the step-by-step process of writing your NxLeveL® Micro-
Entrepreneur Business Plan. They also address questions about your personal and financial 
resources for starting a microbusiness.

There are worksheets to help you develop marketing strategies, examine operating costs and 
project future financial performance. Your goal is to produce a NxLeveL® Micro-Entrepreneur 
Business Plan so that family members, potential partners, and potential lenders and investors 
will understand your business idea.

The worksheets should be completed in the same order as the sessions. You must complete all 
relevant worksheets before trying to write the corresponding sections of the business plan.

Don’t expect to complete every worksheet on your first try. As a beginning entrepreneur, 
you’re not expected to know all the answers. Keep a list of information you’ll need to research 
in order to complete the worksheets. You may find that your answers change as you discover 
additional information. That’s good! A business plan will naturally change as your ideas 
develop and improve.

Even if you don’t think you are a very good writer, you should make every effort to complete 
the written business plan sections. Remember: This is only the first draft of your business 
plan. It doesn’t have to be perfect, and it can always be cleaned up and edited later.

Please bear in mind that all businesses are different. It’s impossible to cover every business 
situation with general questions and worksheets. The worksheets focus on business knowledge 
and practices that are common to most businesses. In the end, it’s up to you to figure out 
what makes your business different and special within the context of your industry and 
marketplace.

Writing a business plan is a lot of work. But the knowledge you’ll gain from exploring your 
business idea will save you plenty of money, time and energy in the long run.

The outline of the NxLeveL® Micro-Entrepreneur Business Plan appears on the next two 
pages.
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section Worksheet Pages

Cover Page 14-8

table of Contents 14-9

section I. executive summary 14-6

section II. Business Concept

A. General Description of the Business 3-3 to 3-6

B. Business Goals and objectives 3-1 and 3-2

C. Industry Information

Industry Background 4-5

Current and Future Trends 4-6 and 4-7

Business Fit in the Industry 4-8

section III. Business organization and operations

A. Business structure, Management and Personnel  

Business Structure 5-1

Personal Background Information 1-8 and 1-9

Management Team 6-1 to 6-3

Outside Services and Advisors 6-4 and 6-5

Personnel 6-6 to 6-11

B. operations Plan

Site and Equipment 6-12 to 6-14

Purchasing and Inventory 6-15

Risk Management 6-16 to 6-19

Laws, Regulations and Taxes 5-2 to 5-4

Contracts and Leases 5-5 and 5-6

C. Managing Books and records 13-1 to 13-6

nxLeveL® Micro-entrepreneur Business Plan outline
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section IV. Marketing Plan

A. Products and services

Product Description 7-1 to 7-3

Features and Benefits 7-4

B. Market Analysis

Customer Analysis 7-5 to 7-7

Competitive Analysis 7-8 to 7-11

Market Potential 7-12 and 7-13

C. Marketing objectives, strategies and tactics

Product Strategy 8-1 to 8-5

Pricing Strategy 8-6 and 8-7

Placement Strategy 9-1

Promotional Strategy 9-2 to 9-8

D. sales and Customer service

Sales Strategy 11-1 to 11-5

Customer Service Strategy 11-6 to 11-8

section V. Financial Plan

A. Capital requirements

Startup Costs 12-2

Loans, Grants and Self-Financing 14-1 to 14-3

B. sales Forecasts 12-7

C. Cash Flow Projections

Monthly Cash Flow Projections–Year 1 12-1 to 12-9

Notes to Cash Flow Projections 12-10

Annual Cash Flow Projections—Years 2 and 3 12-11 and 12-12

D. Financial statements

Sources and Uses Statement 14-1 to 14-3
Personal Financial Statement 1-14 to 1-16
Income Statement [Optional]
Balance Sheet [Optional]

Attachments 14-10 to 14-11
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Writing hints
The length of your business plan depends on how much detail you include in each section. 
An average business plan consists of no more than 25 typed, single-spaced pages, plus 
attachments. 

Generally speaking, a short, straightforward plan is better than a long and complicated one. 
Don’t include information in your plan unless it’s essential to the reader’s understanding of 
your business idea. Text and graphs that don’t communicate essential facts about your business 
should either be left out, or included in the Attachments section as an optional resource.

Should your business plan look professional? The answer depends on how you’ll use it. If 
you want to use it to seek financing, then it needs to look as professional as possible. You’ll 
probably need some expert help to get it ready for lenders and investors.

Writing the plan will take time. It’s best to complete one section before tackling the next 
section, and to keep notes on sections that require more research and rewriting.

Making use of Your Plan
There are many uses for your business plan. The first and foremost purpose of the plan is as a 
management tool for you, the owner and manager of your business.

A business plan may also be used as a financing tool for getting loans or finding investors. A 
plan is generally required when seeking financing. It helps the lenders make decisions more 
quickly and easily. It may also be used to inform family members and employees of your goals.

Launching a business is like planning a journey: You need a clear, detailed, up-to-date map. In 
terms of business, the NxLeveL® Micro-Entrepreneur Business Plan is your map to success!
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sessIon 1: PreParIng for success
Optimism, Dedication and Knowledge

entrepreneurial traits Worksheet
You don’t have to come from a specific background to launch a successful business. You can be a man 
or a woman of any race, a college graduate or a high-school dropout, a teen or a retiree. But successful 
business owners do share a few important traits. 

Completing the worksheet on the following page will show you which of these traits you already have, 
and which ones you need to learn and practice. Read each statement carefully, and enter a score in the 
right-hand column based on how well the statement agrees with your feelings. Use a scale of 1 to 4:

1 = strongly disagree

2 = disagree

3 = agree

4 = strongly agree

When you finish, add up all the points in the “Score” column. A score of 25 to 62 points may mean 
that starting a microbusiness is not the right choice for you at this time. On the other hand, a midrange 
score may simply mean that you haven’t had a chance to develop the skills you need. With a little 
training and experience––such as you’d get from partnering with more experienced people, or going to 
work in a small entrepreneurial business––you can easily overcome this problem.

If you scored between 63 and 100 points, you are well on your way to having the skills you need to run 
a successful business. That said, lasting business success requires an ability to discover and overcome 
weaknesses. Therefore, you should try to improve any skills for which you scored below 3.
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entrepreneurial traits Worksheet

Statement Score

I enjoy competition in work and play.

I often set goals for myself and meet them.

I’m good at motivating myself. Nobody has to get me going.

I like being responsible for myself and making my own decisions.

I enjoy seeking out new challenges.

I’m comfortable taking risks.

In group situations, I often take a leadership role.

I welcome opportunities to adapt, improve and grow.

I’m not the type to put things off when they need doing.

I have an open mind. I consistently challenge my own thinking.

I inspire enthusiasm and commitment in other people.

I’m a naturally curious person who enjoys learning new things.

I believe I have something valuable to offer the world.

I wake up early, feeling alert. 

I know how to cope with uncertainty and stress.

I don’t get discouraged easily. Challenges motivate me to try harder.

I can accept and learn from constructive criticism.

I often identify new skills I need and work at acquiring them.

When things start going wrong, I usually find a way to make them right.

I’m willing to work hard to achieve goals that mean a lot to me. 

Where other people see threats, I see opportunities.

I have a strong sense of personal ethics.

I can make up my mind in a hurry if I have to. These decisions usually turn out well.

People tell me I’m a good communicator.

I believe in being fair, so I aim for win-win situations whenever I can.

Total Points



1-2 | PrePArING For sUCCess
optimism, Dedication and knowledge

W
o

r
k

sh
eet

sessIo
n

 1
PrePArING For sUCCess | 1-3

optimism, Dedication and knowledge

Business skills Worksheet
Entrepreneurs have limited time and resources, so they must focus on the things they do best. It’s 
important to know which skills you have now, and which skills you’ll have to learn or find in coworkers.

Many of the skills discussed in this exercise are not difficult to learn. In fact, you may even use them 
without knowing it. To rate yourself fairly, consider your past and present participation in community, 
church and family activities; hobbies; and professional organizations. You probably have more business 
skills than you realize!

Read the following statements, scoring yourself on a scale of 1 to 4.

1 = strongly disagree

2 = disagree

3 = agree

4 = strongly agree

If you score between 25 and 62 points, you may wish to find a community college or continuing 
education program that offers basic accounting, financial management, and marketing classes. Talking 
with experienced business people is another great way to get real-life knowledge about business skills. 
Seek out people who work in your targeted field and ask them which skills they feel were crucial to 
their success. No matter what your total score was, we recommend that you take steps to improve any 
skills for which you scored below 3.

If you score above 63 points, you already possess basic business knowledge. This will make starting your 
microbusiness much easier. However, you still need to keep your skills up to date, and prepare yourself 
to learn new ones throughout your business career. 
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Business skills Worksheet

Statement Score

I keep track of my personal finances and balance my checkbook every week.

I create monthly and yearly budgets for myself and follow them.

I know what I spent on medical costs and living expenses last month.

I never overdraw my bank account or bounce checks.

Even if I don’t prepare my tax return myself, I understand the basic concepts.

I know how to borrow money from a bank.

I have a good credit rating.

I use a computer to manage my business and personal finances.

I’ve worked as a manager or supervisor.

I’ve worked in a business that’s very similar to the one I want to start.

I make a point of keeping up with business and economic news. 

I’ve taken business classes at school.

When negotiating with a friend or salesperson, I’m usually happy with the outcome.

I have managed people by setting goals and assessing performance.

I’m detail-oriented and organized.

I’m good at prioritizing tasks.

I’m good at structuring my workday.

I work equally well as a leader or a team member.

I’m comfortable meeting new people and speaking in front of groups.

I usually have no problem juggling several tasks at once.

I’m a good listener.

I’m familiar with common business terms.

I can write clearly, speak clearly and spell words correctly.

I’m pretty good at math. 

I make a point of meeting deadlines and keeping promises.

Total Points
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Personal and family considerations Worksheet
Assessing lifestyle preferences means measuring what you value as a human being. Take a careful look 
at your motivations and priorities to ensure that your work and personal life are compatible.

Read the following statements, and score yourself as you did in the previous assessments.

1 = strongly disagree

2 = disagree

3 = agree

4 = strongly agree

Are you flexible enough to take on the challenges and uncertainties of a new business? If you score 
below 62 points, financial, family, community or other personal responsibilities may be a source of 
conflict. By looking at the statements for which you scored a 1 or 2, you may be able to draw some 
conclusions about how time, money, family, health and other issues will affect your ideal lifestyle. 

Remember: Starting a business doesn’t just affect your life. It also affects your family. If they don’t share 
your perception of risks and rewards, you could face serious personal conflicts. That’s why you should 
always look for conflicts between your answers and your family’s answers. If you’re prepared to lose your 
savings, but your family isn’t, you have a problem.

If you score between 63 and 100 points, you’re probably in a good position to launch your 
microbusiness. But as always, you should look carefully at scores below 3 and take steps to reduce or 
avoid family and lifestyle conflicts.



1-6 | PrePArING For sUCCess
optimism, Dedication and knowledge

PrePArING For sUCCess | 1-7
optimism, Dedication and knowledge

Personal and family considerations Worksheet

Statement Score

Launching my own business is a very important personal goal for me.

My family strongly supports my personal goal of launching a business. 

I can support myself without taking any money out of my business for one year.

If I had to, I could keep my current job and run my new business on the side.

I’m willing to go into debt to finance my business.

My family is willing to go into debt to finance my business. 

I’m willing and able to get by on less money while launching my business.

My family is willing and able to get by on less money while I launch my business.

I’m prepared to deal with new financial and emotional stresses.

My family is prepared to deal with new financial and emotional stresses.

I’m OK with working 50+ hours a week, including weekends and holidays.

My family is OK with me working 50+ hours a week, including weekends and holidays.

I’m prepared to lose personal savings if my business fails.

My family is prepared to lose personal savings if my business fails.

I can handle uncertainty and stress without getting sick or losing sleep.

My family can handle uncertainty and stress without getting sick or losing sleep.

No matter how hectic things get, I always make time for friends and family.

My family is willing to pitch in to help my business succeed.

I have a fallback plan in case my business fails.

My health is generally good. I don’t get sick very often.

I have enough time and stamina to run a successful business.

My friends and family would describe me as a high-energy person. 

I have a strong support network I can turn to for help and good advice. 

I know where to get any business training I need, and I can afford it.

I’m willing to give up hobbies and activities I currently enjoy, if I have to.

Total Points
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Personal and Business goals Worksheet

Step 1 Think of five things you want to accomplish personally in the next five years. List them on the 
lines below, then rank them in order of importance, with 1 being the most important and 5 
being the least important. 

Things I want to accomplish in the next five years Priority

  

Step 2 Now that you’ve looked at your personal goals, list five reasons why you want to start this 
business and rank each reason in order of importance.

Why I want to start a business Priority

Step 3 Look at the personal and business goals you identified. Do they fit together, or do they conflict? If 
there’s a conflict, what steps can you take to resolve it?
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Personal assessment Worksheet

1. What experience do you have in the type of business you want to start?

2. What technical skills or knowledge do you have that will help you run your business (i.e., 
computer skills, sewing skills, etc.)?

3. Have you taken any classes or workshops that specifically apply to your business idea, or to 
running a business? If so, which ones?
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4.   What hobbies and interests do you have? Do any of them relate to your business? How?

5 . Do you have any advisors who can help you start your business (e.g., mentor, other mi-
crobusiness owner, accountant, marketing professional, etc.)? If not, what is your plan for 
developing a team of advisors?

6. In which of the following areas will you need help? Do any family members or close friends 
have these skills? Would they be willing to help you?

q Accounting q Legal compliance
q Bookkeeping q Computers and technology
q Financial management q Website design and maintenance
q Customer management q E-commerce
q Employee management q Negotiation
q Market research q Safety and risk management
q Marketing q Written communication
q Sales q Graphic design



1-10 | PrePArING For sUCCess
optimism, Dedication and knowledge

PrePArING For sUCCess | 1-11
optimism, Dedication and knowledge

time Management Worksheet
Time management takes discipline and organization, but it’s perhaps the most important skill you 
can have as a microbusiness owner. It doesn’t matter how good you are at everything else; if you can’t 
find the time to do your work, it won’t get done!

Complete the following worksheet to assess your time management skills. The skills for which you 
choose “Sometimes” or “Rarely” are the ones you will need to work on.

Often Sometimes Rarely

Do you write to-do lists each day?

Do you prioritize your to-do list items?

Do you usually finish all of the items on your to-do 
list?

Is your work area clean and organized?

Are you able to say “no” when you need to?

Do you procrastinate?

Do you allow yourself quiet time so you can work 
alone and undisturbed?

Do you focus on preventing problems?

Are you on time for appointments?

Do you meet deadlines?

When you are interrupted, can you return to your 
work without losing focus?

Can you relax during your free time without worry-
ing?

Do you do your most important work during your 
peak energy hours?

Are you easily distracted by TV, phone calls or web-
sites?

Do you regularly plan ahead for next week or next 
month?
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time savers Worksheet
Before you can improve your time management skills, you must identify your time wasters. Time 
wasters can be recreational activities like watching too much TV, or inconveniences like waiting in long 
post office lines. 

Once you’ve identified your time wasters, think of ways to reduce or eliminate each one. For example, 
if washing dishes is a time waster for you, maybe you can ask family members to rotate washing the 
dishes each day. If the post office eats up too much of your time, maybe you can buy postage online. 

If you can’t think of any tips, ask your friends, family or coworkers for ideas. Be sure to begin using the 
tips as soon as possible. Try working on only one or two at a time. If you try to fix all of them at once, 
you may end up not fixing any.

Time Waster Time Saver
Watching YouTube videos of kittens. Scheduling a 10-minute kitten break after every three hours 

of work.
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Planning and scheduling Worksheet

Step 1 Fill in the schedule below, based on a typical week. Include all of your current activities.

Time Sun Mon Tues Wed Thurs Fri Sat

5 - 6 a.m.

6 - 7 a.m.

7 - 8 a.m.

8 - 9 a.m.

9 - 10 a.m.

10 - 11 a.m.

11 a.m. - noon

noon - 1 p.m.

1 - 2 p.m.

2 - 3 p.m.

3 - 4 p.m.

4 - 5 p.m.

5 - 6 p.m.

6 - 7 p.m.

7 - 8 p.m.

8 - 9 p.m.

9 - 10 p.m.

10 - 11 p.m.

11 p.m. - midnight

Step 2 At what time of day are you at your mental peak? Circle or highlight these times. What 
activities are you doing at these times? Are you taking full advantage of your peak times?
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Step 3 Now, think of how much time you’ll need in order to plan and prepare for starting your 
microbusiness. If you want to open your business soon, you’ll have to find significant time on 
your schedule. Redo your weekly schedule to include time for business planning activities. What 
current activities can you eliminate or delegate to free up more time for your business? Again, 
are you making the best possible use of your peak performance time?

Time Sun Mon Tues Wed Thurs Fri Sat

5 - 6 a.m.

6 - 7 a.m.

7 - 8 a.m.

8 - 9 a.m.

9 - 10 a.m.

10 - 11 a.m.

11 a.m. - noon

noon - 1 p.m.

1 - 2 p.m.

2 - 3 p.m.

3 - 4 p.m.

4 - 5 p.m.

5 - 6 p.m.

6 - 7 p.m.

7 - 8 p.m.

8 - 9 p.m.

9 - 10 p.m.

10 - 11 p.m.

11 p.m. - midnight
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Personal Budgeting Worksheet
Before starting a microbusiness, you need to know how you will pay for your everyday living expenses. 
Will you need to take money out of the business to support yourself and your family? If so, how much?

Complete the Personal Budgeting Worksheet on the following page. You’ll need to track your budget over 
several months, so you should make several enlarged copies of this worksheet. 

The “Budget” column shows how you think you’ll use your money during the month. Complete this 
column on the first of each month. Then, save your receipts during the month to track your actual 
expenses. On the last day of the month, complete the “Actual” column to compare the amount you 
budgeted to the amount you actually spent. Use this information to create a more accurate budget for 
the next month. This will help you to manage your personal and business finances. 
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Month: Month: Month

INCOME Budget Actual Budget Actual Budget Actual

Salary

Partner’s salary

Public assistance

Food stamps

Other:

Total Income

EXPENSES

Living and Housing Expenses

Rent or mortgage

Electric and gas service

Water and sewer service

Internet service

Telephone service

Cable TV

Other:

Regular Payments

Student loan payments

Credit card payments

Other loan payments

Health insurance

Car and home insurance

Life insurance

Child care

Other:

Food

Groceries

Restaurant meals

Other:

Personal Expenses

Personal care

Hair and nail care

Clothing and shoes

Medical and dental care

Prescriptions

Laundry and dry cleaning

Recreation and travel

Transportation

Gas and auto expenses

Public transportation

Parking

Other:

Miscellaneous

Church

Gifts and charity

Savings

Other:

Total Expenses

Total Income minus 
Total Expenses:
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Personal financial statement Worksheet
A personal financial statement is a snapshot of your current financial status. Complete the following 
worksheet to the best of your ability. You will need to update this worksheet as your financial situation 
changes, so make copies of it or use a pencil.

Name: Date:

CURRENT ASSETS CURRENT LIABILITIES

Cash on hand (in checking accounts) Current personal and household bills

Cash (in savings accounts) Credit and charge cards (specify):

Certificates of deposit

Notes and accounts receivable

Marketable securities (stocks, bonds) Installment loans (short-term)

Life insurance (cash value) Short-term notes and accounts payable

Other current assets (specify): Taxes due

Loan payments due this year

Other current liabilities (specify):

Total Current Assets Total Current Liabilities

NONCURRENT ASSETS NONCURRENT LIABILITIES

Real estate (market value) Real estate debts and mortgages

Vehicles (market value) Other noncurrent liabilities (specify):

Individual retirement plans, etc.

Major household items

Other personal property

Other assets (specify):

Total Noncurrent Assets Total Noncurrent Liabilities

(A) Total Assets
 (current + noncurrent)

(B) Total Liabilities 
(current + noncurrent)

Assets (A) - Liabilities (B) = Net Worth
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credit danger signals Worksheet
When used wisely, credit is a helpful financial tool. When used carelessly, credit can cause huge 
financial problems. 

Check all statements that apply to you to assess your current credit situation. 

q I can’t seem to save any money.

q I usually run out of money before payday.

q My new monthly charges are almost always more than my account payments.

q I need a longer time to pay most of my monthly account balances.

q I often have to juggle my payments to creditors.

q I often have to borrow money to cover insurance, gas, utilities or food.

q I sometimes use credit-card cash advances to pay everyday expenses.

q I receive creditor calls and letters demanding payment of overdue bills.

q I’m not sure how much money I owe.

q I’m usually late paying bills.

q I’ve reached my credit limit on my credit cards.

q I pay no more than the minimum monthly amount due on my credit cards.

Total:

If you checked one box, be careful! You could end up with serious credit problems unless you manage 
your debt carefully. 

If you checked two boxes, you have credit problems that you should clear up as soon as possible.

If you checked three or more boxes, you’re in a dangerous situation and should take immediate steps to 
correct the problem. You may need to seek help from a professional credit counseling agency approved 
by the U.S. Department of Justice (http://www.justice.gov/ust/eo/bapcpa/ccde/cc_approved.htm).

(Adapted from CMG Business Concepts)
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safe credit use Worksheet
Normally, credit payments should total no more than 15 to 20 percent of your take-home pay.

Use the following worksheet to calculate the maximum amount of your budget that should be 
financed by credit.

•	 Calculate	how	much	money	you	require	to	meet	your	basic	needs,	including	food,	housing,	
clothing and transportation.

•		 Subtract	what	you	spend	for	those	basic	needs	from	your	take-home	pay.	This	is	your	spend-
able income.

•		 No	more	than	one-third	of	your	spendable	income	should	be	spent	on	credit.

Monthly take-home pay:      $ ____________ (A)

 Monthly expenses for basic needs:
 Mortgage or rent    $ ____________
 Utilities      $ ____________
 Food      $ ____________
 Clothing      $ ____________
 Transportation    $ ____________
 Child care     $ ____________
 Medical expenses    $ ____________

Basic needs total:        $ ____________ (B)

Spendable income: (A - B = C):     $ ____________ (C)

Divide your spendable income (C) by 3:   $ ____________ (C) ÷ 3 = $ __________

Personal financial credit is a tool that comes with serious personal responsibilities. Making credit 
payments on time, and not taking on more debt than you can afford, demonstrates that you have two 
of the most important financial skills for running a microbusiness. 

(Adapted from CMG Business Concepts)
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action Plan Worksheet
List the actions you must take to address the weaknesses you identified in the previous worksheets. Do 
you need to get a little more business experience? Will you take classes to brush up on an old skill or 
master a new one? Whatever you need to do, list it here, research the costs and set a realistic deadline 
for completion. We recommend that you make extra copies of this page, and use it to set and schedule 
additional goals as you work through this book. 

Goal: 

Start Date: Deadline: Estimated Cost:

Notes:

Goal: 

Start Date: Deadline: Estimated Cost:

Notes:

Goal: 

Start Date: Deadline: Estimated Cost:

Notes:

Goal: 

Start Date: Deadline: Estimated Cost:

Notes:

Goal: 

Start Date: Deadline: Estimated Cost:

Notes:

Goal: 

Start Date: Deadline: Estimated Cost:

Notes:
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Worksheets assignment for session 2
Although there are a lot of worksheets in this session, most of them should be fairly easy 
to complete. The Personal Budgeting Worksheet must be filled in over a period of at least one month. 
The Action Plan Worksheet should be filled in gradually as you identify weaknesses to address and 
problems to solve. Making multiple copies of the Action Plan Worksheet, and using it to keep track 
of the steps you must take to prepare for running a microbusiness, will help you to stay organized. 

Writing Your Business Plan
Use your answers to the Session 1 worksheet questions to write the following sections of 
your NxLeveL® Micro-Entrepreneur Business Plan. When writing this section of your business 
plan, use the following headings and subheadings:

Section III. Business Organization and Operations
A. Business Structure, Management and Personnel

Personal Background Information
Based on your answers to Questions 1 through 6 of the Personal Assessment Worksheet, write a paragraph 
or two describing your skills, your experience and your ability to start and run a business. Discuss your 
weaknesses as well as your strengths, and explain how you plan to overcome them.

Section V. Financial Plan
D. Financial Statements

Personal Financial Statement
Review the Personal Budgeting Worksheet and the Personal Financial Statement Worksheet. Write a 
paragraph describing what you can bring to your business financially, and state the amount of income you 
require from your business to cover your personal expenses. 
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Check It Out!

choosing a Business Worksheet
This worksheet will help you ask yourself some tough questions about your business idea.

Most people have one business idea they want to explore. If you have more than one idea, this 
worksheet can help you decide which idea is best for you. If the first idea you choose doesn’t make sense 
after you do some research, make additional copies of this worksheet and try other ideas. 

For each business idea, read the following statements and rate yourself on a scale of 1 to 4.

1 = strongly disagree

2 = disagree

3 = agree

4 = strongly agree

Business idea: ________________________________________________ Score

My product is unique. 

There is an unmet need or ongoing demand for my product.

This market is relatively easy to enter.

I don’t have many current competitors in this business.

I’m passionate about this idea.

I have most of the skills I need for this business.

I have experience in this business or one like it.

I have enough time and money to start this business. 

I can run this business by myself if I have to.

I have a mentor or advisor with experience in this business.

TOTAL

If you score above 25 points, this may indicate a good business opportunity. If you score 20 points or 
less, you may be better off choosing a different idea.
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choosing a Business Worksheet—continued

1. What’s your business idea? Is it a manufacturing, retail or service business?

2. What are the three main reasons you chose this idea? 

3. What skills, knowledge and resources can you bring to this business to help it succeed?

4. Do you have a name for your business yet? If so, write it here (or list some possibilities).
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Business differentiation Worksheet
Your business niche is what makes your business different from others like it. Basically, it’s the thing 
you offer your target customers that your competitors don’t.

List specific features of your business idea. Then, place a checkmark in the second column if you’re 
assuming this item is a differentiator, or the third column if potential customers have actually told you 
that you offer something unique.

It’s very important to get feedback from potential customers at this stage. What do they want? What 
are they not getting from your competitors? Will you be able to meet their needs and still keep your 
prices affordable? You can check this out by talking to family, friends and neighbors who might be 
potential customers. This step is often overlooked by new entrepreneurs who assume that they already 
know their customers. Don’t make this mistake! Take the time to interview potential buyers.

Business feature I think it’s 
unique

Others say 
it’s unique

Bracelets made from old typewriter keys 4 4
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customer Profile Worksheet
Your primary customers are the ones who are most likely to buy from you. They are your target market. 
Your secondary customers are less likely to buy, but they are still within your target market.

For example, a childcare center’s primary customer might be single, working mothers with children 
ages 1 to 4 years old, who live within two miles of the center. Its secondary customer might be mothers 
who work at a factory three miles away. Because they’re farther away, they’re a bit less likely to use this 
center. But they’re more likely to use it than people who live or work eight miles away.

Write down your current assumptions about your primary and secondary customers below. In 
upcoming sessions, your research will show how accurate your estimates are. 

If you’re having trouble being specific, try this: Pretend that you only have $100 to spend on attracting 
new customers to your business, and you want to make sure that spending it will result in a sale. Who 
would you want to attract with this limited amount of promotional money?

Current Assumptions
Customer Characteristics Primary Customers Secondary Customers
Gender (male or female)

Average age, or age range

Income level

Education level

Residence location

Employment/job location

Worker type (professional, hourly, etc.)

Marital status (married or single)

With or without children

Renter or home owner

Lifestyle/interests (sports, arts, pets, etc.)

Level of familiarity with your service

Beliefs/opinions that affect your business

Other:

If selling to other businesses:

Type of business (what industry?)

Annual sales

Number of employees

Location

Other:
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After you identify your customers, you need to find out if there are enough of them to support your 
business. Government census data from the Internet or a local library can give you a rough idea of how 
many potential customers live in your area. 

You also need to decide what percentage of these customers are likely to buy. (Remember: Not all of 
your target customers will buy your product!) 

You’ll be researching these and other questions about your target market in Sessions 8 and 9. For now, 
the goal is to come up with a rough estimate that you can refine and improve as you continue your 
research.

Use the information on the previous chart to write a profile of your ideal customer. Here’s an example:

My ideal customer is a woman in her late teens to early 30s. She lives in a city or a smaller college town and 
has at least some college education. She makes $30,000 to $50,000 per year and spends about $300 per year on 
beauty and grooming products. Of that, about $75 is soap and shampoo. She prefers organic, nontoxic products 
in recycled packaging. She usually buys online to save money, but she’ ll pay a higher price for unique products 
from a local street fair or farmers’ market.
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Worksheets assignment for session 3
Complete the following worksheets:

•	 Choosing a Business Worksheet
•	 Business Differentiation Worksheet
•	 Customer Profile Worksheet

Writing Your Business Plan
There is no Writing Your Business Plan assignment for Session 3. However, the information 
you gather in this session, and the questions you answer in the worksheets, will be useful in later 
written assignments. 
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sessIon 3: BusIness PLannIng
Plan to Profit!

Business goals and objectives Worksheet
When starting a new business, you should consider your short-term goals (within one year) and 
long-term goals (within two to three years). Goals are usually measured in dollars and other tangible 
outcomes. Each goal must be clearly defined so that you can track progress toward it. In other words, 
every goal must be measurable. 

Objectives are specific strategies for reaching goals. A goal may have several objectives, but every 
objective must be measurable and assigned to a specific person within your business.

You can set goals and objectives for any aspect of your business, including:

•	 Sales volume •	 Customer satisfaction
•	 Owner compensation •	 Owner time commitment
•	 Number of employees •	 Profit
•	 Assets •	 Market share

When setting goals and objectives, ask yourself the following questions:

•	 What will I do? •	 Why should I do it?
•	 How will I do it? •	 When will I do it?
•	 Who can help me do it? •	 What will the outcome be?
•	 What problems will I face? •	 How will I overcome these problems?

To understand the difference between goals and objectives, consider the following example:

I own a small bakery in a metropolitan area. One of my goals is to be bigger than my largest local 
competitor within three years. My objectives are:

•	 To get out of my current location and into a suitable leased space.
•	 To sell outside of my immediate metropolitan area.
•	 To take 25 percent of market share from my largest local competitor.

Step 1 Identify at least three short-term goals and objectives for your business and list them in order of 
importance. (Remember: Objectives include what needs to be done, when it needs to be done and 
who is responsible for doing it.)

Step 2 Identify at least three long-term goals and objectives for your business and list them in order of 
importance.
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Business goals and objectives Worksheet—continued
SHORT-TERM GOALS and OBJECTIVES (Year 1)
Goal 1:

Objective Deadline Who’s Responsible?

Goal 2:

Objective Deadline Who’s Responsible?

Goal 3:

Objective Deadline Who’s Responsible?

LONG-TERM GOALS and OBJECTIVES (Years 2 and 3)
Goal 1:

Objective Deadline Who’s Responsible?

Goal 2:

Objective Deadline Who’s Responsible?

Goal 3:

Objective Deadline Who’s Responsible?
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Mission statement Worksheet
A mission statement briefly sums up your values, your vision and the purpose of your business. 
Creating a mission statement helps to focus your efforts, guide your strategies and communicate 
your business’s aspirations. It’s helpful to begin by working on these elements one at a time, using the 
worksheet on the following page.

Step 1 Your Business Values.
Business values reflect the philosophy of your business and describe how you will treat employees 
and customers.

Step 2 Your Vision.
Your vision for your business defines what you want it to be and do. In broad terms, what do you 
want your business to be and do for your customers? How will it contribute to or enrich their lives? 
What would you like it to be known for in your community?

Step 3 Purpose of Your Business.
You should determine the purpose of your business in two ways. First, you should use an internal 
measure of success. Second, the only external purpose of any company is to serve the customer and 
solve their problems.

Try to integrate your values and vision when defining the purpose of your business. Together, they 
provide the framework for your business concept.

Example: I love worms. The internal purpose of my business is that it will give me a chance to work with 
worms. The external purpose of my business is to provide composting, soil improvement and fertilizer 
services to area gardeners.

Step 4 Your Mission Statement.
A mission statement sums up all of the above elements: values (the philosophy of your business); 
vision (what you want your business to be and do); and purpose (what your business does to serve its 
customers).

It should be short and focused (no more than 35 words). It is stated in the present tense, in positive 
terms and without qualifiers. Example: Vulpinex Consulting helps its small-business clients succeed 
by providing them with honest, ethical, affordable project implementation assistance in such areas as 
management training, merchandising and business planning.

Many companies proudly display their mission statement in a place visible to customers and suppliers. 
Of course, posting it on a wall is easy. The challenge is to live up to it!
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Mission statement Worksheet—continued

1. What values guide your business? How will it treat customers, employees and partners?

2. What do you want your business to be and do? What would you like it to be known for, now 
and in the future?

3. What is the purpose of your business, internally and externally?

4. Based on your previous answers, write a draft mission statement:
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Business description Worksheet

1. What business are you in? What are your key products?

2. Why will customers want to buy your product?

3. Provide a general description of how your business will operate.

4. What stage of development is your business in?

5. Describe your plans for growth.
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6. Write an initial business description. Write a simple but complete description of your business 
idea as you currently understand it. Describe your key products, and explain why you think 
customers will want to buy them. As you work through the plan, you can come back and edit this 
section as necessary.
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contingency Planning Worksheet
Although we all hope to be successful, it’s always wise to prepare for unexpected events. Thinking ahead 
now will prepare you to deal with positive and negative changes as they happen.

1. What are the most likely problems that could keep you from running your business?

2. What steps can you take to protect your business and operations if such problems arise? 
(Consider protecting your income, too.)



3-8 | BUsINess PlANNING
Plan to Profit

BUsINess PlANNING | 3-9
Plan to Profit

3. Suppose you decided to close your business for good. What steps would you take?

4. If your business closed, what would you do to earn income and pay back any debt?

5. If your business succeeded and grew faster than you planned, describe the steps you would 
take to keep it on track.

6.  Exit limits tell you when it’s time to bail out of your business and move on to your next 
venture. List your exit limits for your business.
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Worksheets assignment for session 4 
You will need to finish the following worksheets before you try to write Section II of your 
business plan: 

•	 Business Goals and Objectives Worksheet
•	 Mission Statement Worksheet
•	 Business Description Worksheet

For best results, review all your answers to the worksheet questions before starting the writing 
assignment. 

Writing Your Business Plan
Use the information from this session to write the sections of the business plan shown 
below. Start with the headings and subheadings just as they are shown here. Then, follow the 
instructions in italics under each subheading.

Section II. Business Concept
A. General Description of the Business

Review your Business Description Worksheet and write a simple but complete description of your business 
idea. Include your Mission Statement, as set forth in the Mission Statement Worksheet. Describe your key 
products and explain how they will meet customer needs. Write this section so a stranger can read it and 
understand exactly what your business hopes to be and do.

B. Business Goals and Objectives
Review the Business Goals and Objectives Worksheet. Summarize your short-term goals (within one 
year) and long-term goals (two to three years in the future). Include the objectives or steps you’ll take to 
reach each goal. You can write this section using your goals as a main sentence, and put bullet points under 
the sentence to show the steps you’ll take to reach each goal. 
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sessIon 4: the MarketIng PLan
Make a Splash!

sources of Industry data Worksheet
Use the following questions to identify secondary data resources that will get you started on your search 
for current industry information. 

1. What is your industry? (Be as specific as possible.)

2. Identify trade associations that offer industry information for your type of business. 

3. Identify industry magazines, publications and websites. Most industries have publications 
that offer valuable information about managing a business in that industry. Your librarian can 
help you find these publications.

4. Identify state and federal government publications and websites that offer data on your 
industry.

5. Identify other sources of industry data and trend information.



4-2 | the MArketING PlAN
Make a splash

the MArketING PlAN | 4-3
Make a splash

key contacts Worksheet
Your ability to network with key contacts is an important factor in your business success. These 
individuals may be able to find information, solve problems or provide you with primary research data. 
Successful entrepreneurs maintain an awareness of local and regional contacts. Use the following steps 
to update your contact list.

1. Who is the director of your chamber of commerce? Contact the director and find out what 
help is available for microbusinesses.

2. Who is your trade association contact? Find out if someone in the trade association can help 
you on a local or regional level.

3. Who is your local librarian? Meet with your librarian and find out what assistance and tools 
are available. 

4. Who is your local SBDC, WBC, MBC, SCORE or BIC director? Your local Small Business 
Development Center, Women’s Business Center and Minority Business Center provide 
counseling to microbusiness owners. If you live in a larger metropolitan area, the Small 
Business Administration (SBA) may have a Business Information Center that can help you. 
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5. Identify other local business and civic organizations. Being active in local organizations and 
networking with your community is a key to success for many types of businesses. In particular, 
look for local and regional groups that focus on microbusiness issues. 

6. Identify social networking sites or online forums where you can make contacts. Look for 
sites where people in your industry gather in order to network, get advice or trade strategies. 
Whether you participate in these groups, or simply read them, they can provide lots of valuable 
information.

7. Identify supplier representatives. Many business owners think of suppliers simply as the 
people that sell them products. However, these representatives often have expert knowledge of 
your industry. Get to know more about your supplier representatives and their backgrounds.
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Industry research Worksheet
Using trade association information, industry publications, websites and the other resources you 
identified in the previous exercises, research the following information about your industry. At a 
minimum, your industry research should reveal your industry’s size and current stage (new, growing, 
stable, declining) and identify trends that are likely to affect it in coming years. 

Step 1 Industry background
•	 The industry’s current size in terms of total sales, number of customers and/or number of busi-

nesses
•	 The industry’s historic growth rate
•	 Do large or small businesses dominate the industry?

Step 2 Current and future trends
•	 Current trends (industry life cycle stage, current and predicted growth)
•	 Economic outlook for the industry, and for microbusinesses within the industry
•	 What niche markets are currently hot? 
•	 Future trends predicted by industry experts (document your sources)
•	 How are microbusinesses in the industry affected by large companies and franchises?
•	 Opportunities and threats relating to current and future technology
•	 Opportunities and threats relating to current and future government regulations

Step 3 Business fit in the industry
•	 How does your business compare to other businesses in your industry? 
•	 Why does the opportunity exist for you to enter this industry? (Possible answers include: a 

strong trend toward smaller, local businesses; e-commerce; a financing opportunity; weak com-
petitors; a new delivery system.)

•	 How is your business positioned to profit from the trends you identified in Step 2? 
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Industry Background 

1. What is the current size of your industry? (Consider annual sales, number of businesses and 
number of customers.) 

2. What type of businesses dominate your industry (micro, small, medium, large)? State the 
percentage of each, if possible.

3. Does your industry show seasonal trends? If so, explain.

4. How and where do businesses in your industry promote, sell and deliver products? 
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Industry research Worksheet—continued

current and future trends 

5. Is your industry new, growing, stable or declining? 

6. How does your industry compare to the economy as a whole? Is it doing better, worse or 
about the same? Explain.

7. How do microbusinesses operate within this industry? Are they currently prospering? Why, 
or why not? Is the outlook for microbusinesses in this industry good or bad over the next 
three years? Why?
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8. How are microbusinesses in your industry currently affected by large competitors (e.g., 
chain stores, franchises or online retailers like Amazon)? What trends are expected?

9. What niche markets are currently hot in this industry? Explain the trends.

10. What political, economic, social and technological trends are being predicted by industry 
experts? (Document your sources.) How will these trends affect microbusinesses in your 
industry over the next year? How about the next two to three years? 
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Industry research Worksheet—continued

Business fit in the Industry

11. How does your business compare to other businesses in your industry? How is it similar? 
How is it different?

12. How do your products and business fit into the industry? Relate this to your discussion of 
current and future trends.

13. Why is there an opportunity to enter this industry? How will you take advantage of it? What 
threats and risks do you face? How will you address them?

14. How is your business positioned to profit from the trends you identified?
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Worksheets assignment for session 5 
Complete the following worksheets before trying to write the Industry Information 
section of your business plan:

•	 Sources of Industry Data Worksheet
•	 Key Contacts Worksheet
•	 Industry Research Worksheet

Writing Your Business Plan
Use the information from this session to write the sections of the business plan listed 
below. Start with the headings and subheadings just as they’re shown here. Then, follow the 
instructions under each subheading to write that section of your business plan.

Section II. Business Concept
C. Industry Information
Industry Background

Review your answers to Questions 1 through 4 on the Industry Research Worksheet. Summarize the 
information to describe the current size of your industry in terms of dollar sales and/or number of businesses 
or customers. Discuss whether large or small firms dominate the industry, and note any seasonal trends. 
Explain how and where products and services are currently promoted, sold and delivered in this industry.

Current and Future Trends
Review your answers to Questions 5 through 10 on the Industry Research Worksheet. Explain whether 
the industry is growing, stable or declining. Summarize the economic outlook for the industry, and for 
microbusinesses within the industry. Identify and explain important niche market trends that relate to your 
microbusiness. Describe the impact of current and future political, economic, social and technological trends 
on microbusinesses within this industry.

Business Fit in the Industry
Review your answers to Questions 11 through 14 on the Industry Research Worksheet. Then, describe how 
you see your business fitting into this industry. Will your business be like most others in the industry, or will 
it be different? Explain any unique aspects of your business that you feel improve its chance to succeed in 
this industry. If possible, relate your fit in the industry to important trends you identified in the previous 
section.
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sessIon 5: LaWs, reguLatIons and taxes
Be a Legal Eagle!

Business ownership Worksheet
Which form of business ownership is best for you depends on your type of business, the kinds of 
products you will offer, and your local, state and federal tax laws. Check with your state about the rules 
governing each. Talk with your mentor or advisor to make sure you choose the best form of ownership.

1. What type of business ownership will you choose? Describe the advantages and 
disadvantages of this legal structure on the worksheet below.

 Legal structure of your business: ___________________________________

Advantages Disadvantages

2.  Why is this the right form of ownership for your business? Will you switch to another form 
of ownership later? If so, explain.

3. Who are the owners of your business? What is their financial share of ownership?
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Business fees, Permits and taxes Worksheet
Use the chart below to review the business registration, permitting, licensing and tax information that 
applies to your microbusiness. Be sure to research any fees you’ll have to pay.

Business
Registry/Licensing

Information Needed
or Action Required Agency to Contact License/

Permit Fee

Register business name

Get employer identification 
number (EIN)

Register trademark

State, county and local 
business licenses

Zoning permits

Signage permits

Other licenses or permits your business requires:

Type of Tax Agency to Contact Registration Requirements

Federal income tax

State income tax

Local income tax

Sales/use tax

Property tax

Self-employment tax

Other taxes that affect your business:
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Business Laws and regulations Worksheet
Consult your state agencies to answer the following questions. Note: Even if your business currently has 
no employees, researching these questions now will prepare you to hire employees when necessary.

1. What are the payroll taxes and withholding requirements for your business (FICA, FUI, 
SUI, WC, etc.)?

2. Will you be employing anyone aged 14 through 17? If so, what are your state requirements 
for work permits, time restrictions and other child labor laws?

3.  What other wage and hour regulations apply to your business? For example, when do you 
have to pay an employee overtime? Are any special permits or registration documents 
required for your employees? 

4. Explain how other employee regulations affect your business (labor laws, harassment, 
organized labor laws, immigration laws, civil rights laws and so on).

5. What employee health /safety laws affect your business? How will you ensure compliance?
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Business Laws and regulations Worksheet—continued
6. What environmental laws apply to your business? How will you ensure compliance?

7. What public health and food safety laws apply to your business? How will you ensure 
compliance?

8. What shipping and storage laws and restrictions apply to your business? How will you 
ensure compliance?

9. What consumer protection and product labeling laws apply to your business? How will you 
ensure compliance?

10. What other laws and regulations apply to your type of business?
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contracts and Leases Worksheet
Use the worksheet below to explain which contracts and leases your business requires. Include 
agreements you already have, as well as any other agreements you need to launch your business.

Contract or lease type Purpose

Employment agreement

Nondisclosure agreement

Independent contractor agreement

Power of attorney

Partnership agreement

Buy/sell agreement

Promissory note

Lease agreement

Purchasing agreement

Land usage contract

Warranties

Licensing agreement

Franchise agreement

Other:

Intellectual Property Worksheet
Use the following table to decide how you will protect your intellectual property.

Intellectual property Steps needed to gain protection Cost

Trademark

Business name

Copyright

Patent

Trade secret
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Intellectual Property Worksheet—continued
Use the following table to list any intellectual property you need to buy or license from other people. 
Note the business purpose and terms of use for each type of intellectual property, as well as any fees.

When researching this section, think about any creative work you will use in your business that is 
not your own creation. Smaller businesses often fail to realize that things like recipes, knitting and 
sewing patterns, and fonts can fall under intellectual property law. Therefore, your business must get 
permission from the rights holder—and possibly pay a fee—to use them. Pay special attention to online 
use of copyrighted materials; not only is this is a common area of infringement, but online copyright 
infringement is also very likely to get noticed.

Intellectual Property Purpose and Terms of Use Fees

Photography

Music

Graphic design

Illustration

Logo design

Fonts

Writing

Video

Recipes and formulas

Patterns (e.g., knitting)

Software:

Other:

Other:
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Worksheets assignment for session 6 

Complete the following worksheets before trying to write the corresponding sections of 
your business plan:

•	 Business Ownership Worksheet
•	 Business Fees, Permits and Taxes Worksheet
•	 Business Laws and Regulations Worksheet
•	 Contracts and Leases Worksheet
•	 Intellectual Property Worksheet (research only)

Writing Your Business Plan
Use the information from this session to write the sections of the business plan listed 
below. Start with the headings and subheadings just as they’re shown here. Then, follow the 
instructions under each subheading to write that section of your business plan.

 Section III. Business Organization and Operations
A. Business Structure, Management and Personnel 

Business Structure
Review your answers to the Business Ownership Worksheet. Describe the legal structure you chose for 
your business and explain its benefits. Then, identify all business owners and state their financial share of 
ownership.

B. Operations Plan
Laws, Regulations and Taxes

Review the Business Fees, Permits and Taxes Worksheet. Describe the registration requirements for your 
business. Review the Business Laws and Regulations Worksheet and identify regulations that apply to 
your business. Explain what other licenses or permits you’ll need, and include the cost of all fees and taxes.

If you have employees, review Questions 1 to 5 on the Business Laws and Regulations Worksheet. Write a 
paragraph about the employee tax requirements and labor regulations your business will have to follow. 

Contracts and Leases
Review the Contracts and Leases Worksheet. Describe the contracts and leases your business has or 
needs, as well as their purpose and benefits. Review the Intellectual Property Worksheet. Describe any 
intellectual property you need to protect, buy or license, and state its purpose and cost. 
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sessIon 6: ManagIng Your MIcroBusIness
First Things First! 

Management team Worksheets
These worksheets identify your internal and external management team and highlight their credentials 
and qualifications. Even if you are starting the business by yourself, it’s wise to fill out these worksheets. 
As your business grows, you will almost certainly need help running it. 

Step 1 Complete the Internal Management Team Worksheet.

List owners and managers and their titles. State who will manage day-to-day business operations 
and explain why you chose them (skills, education, experience, etc.). 

Step 2 Complete the Management Skills Worksheet.

Which skills do you currently have in-house, and which do you need to learn or seek from outsiders? 
To answer these questions, review each skill area in the Management Skills Worksheet. In the 
Adequate Knowledge column, write the name of the internal management team member who has 
the relevant skill. 

If no team member currently has that skill, decide whether you will train someone inside your 
organization or will hire an outside expert. Then, put an “X” in the Outside Help Needed or the 
Education Needed column. For skills that require education, research the cost of education or 
training and enter it in the Cost column. 

Step 3  Complete the Outside Services Worksheet.

Identify outside services you need, and state who will provide them (if you know). Research monthly 
costs for each outside service you feel is essential. Always consider the legal issue of independent 
contractors vs. employees—as defined by the IRS—when deciding which functions to outsource.

Step 4  Complete the Advisory Board Worksheet.

Identify prospective advisory board members by the type of knowledge or experience they have 
and—if possible—by name.
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Management team Worksheets—continued

Internal Management team Worksheet

1. Who are the owners and managers of your business, and what are their titles?

Name Title Owner Manager

2. Who will manage the day-to-day operations of your business?

3. Why did you choose the managers listed above? Use highlights from their résumés to explain 
their relevant skills, education, and professional or practical experience.
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Management skills Worksheet

Review each skill area in the Management Skills Worksheet below. In the Adequate Knowledge column, 
write the name of the internal management team member who has skill in that area. If a skill isn’t 
relevant to your business, write “NA” for “not applicable.”

If no management team member currently has the skill, put an “X” in the Outside Help Needed or the 
Education Needed column. For each skill that requires education, research the cost of education and 
enter it in the last column. (You will research the cost of outside services on the next page.)

Management Skills Adequate Knowledge
(write in the name)

Outside Help
Needed

Education
Needed Cost

Planning and organizing

Employee management

Budgeting

Accounting and taxes

Financial management

Bookkeeping

Payroll

Credit and collections

Design and engineering

Manufacturing

Quality control

Inventory management

Pollution prevention

Information technology

Graphic design

Photography and video

Copywriting and editing

Website design

E-commerce

Marketing and promotions

Sales

Customer service

Safety and security

Legal

Secretarial 

Other:
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Management team Worksheets—continued

outside services Worksheet

The Management Skills Worksheet identified necessary skills you currently lack. With those skills in 
mind, complete the Outside Services Worksheet. You’ll need to research the cost of each outside service. 
Consider obtaining two or three bids for each service category. Remember to consider low-cost/no-cost 
options like free legal services and barter.

Calculate the monthly expense of each outside service, and then add up the total annual cost. This way, 
you can compare the cost of using outside services to the cost of training someone to do the same work. 

Service Category Who Monthly Cost Annual Cost

Planning and organizing

Employee management

Budgeting

Accounting and taxes

Financial management

Bookkeeping

Payroll

Credit and collections

Design and engineering

Manufacturing

Quality control

Inventory management

Pollution prevention

Graphic design

Photography and video

Copywriting and editing

Website design

E-commerce

Marketing and promotions

Sales

Customer service

Safety and security

Legal

Secretarial

Other:

Total Monthly Cost

Total Annual Cost
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advisory Board Worksheet

Advisors can bring expertise and unbiased views to your business for a low cost. Many advisory boards 
meet once a year, while others meet on a quarterly or yearly basis. Most small-business advisory board 
members serve on an unpaid basis. They’re often rewarded simply by having their meeting meal paid 
for, or with discounts on products or services. The board may consist of family members, local business 
professionals, former or current owners of similar businesses, customers, or mentors.

1. Identify potential advisory board members by the type of knowledge or experience they have 
and—if possible—by name.

Knowledge or Expertise Desired Potential Board Member Name

2. How often and where will your advisory board meet? How will you compensate members?
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employee Management Worksheets
Now that you’ve identified your management team, outside services and advisors, you need to consider 
your employee needs and the associated costs.

employee needs Worksheet

Detail your employee needs on the worksheet below. Identify full and part-time positions, and note 
when they will be needed (seasons, specific hours of the day, etc.). Then, answer the questions that 
follow the worksheet.

Job Title Skills and Qualifications Responsibilities Full- or
Part-Time

When
Needed
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1. Have you written current job descriptions for your management and personnel positions? 
If you haven’t, schedule this activity on your Action Plan Worksheet from Session 1. If you have, 
include copies of job descriptions in the Attachments section of your business plan.

2. How will you find, screen and hire the employees you need?

3. What training will new employees need? Specify training needs for each position. Who will 
conduct training (in-house; community college)? What are the costs?

4. What paperwork will be required when you hire new personnel? What other legal 
requirements apply? 
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employee Management Worksheets—continued

employee salary/Wage and Benefits Worksheets

This worksheet will help you summarize wage and salary expenses for prospective 
full-time and part-time employees. Include mandatory payroll taxes in your 
calculations, as well as any optional fringe benefits. 

Step 1 List the job title for each employee you expect to need on the Employee Salary/Wage and 
Benefits Summary Worksheet below. Include managers and active owners who will receive 
wages (as opposed to owners taking a draw). 

Step 2 For each employee you identified in Step 1, fill out one copy of the Employee Salary/Wage 
and Benefits Worksheet (Monthly) on the next page. Make extra copies of this worksheet, if 
necessary. (Note: This is a monthly worksheet, so for part-time or seasonal employees, detail 
the months they will be working or their anticipated seasonal monthly hours.) 

Step 3 Fill in the salary/wage and benefits costs to be paid each month to each employee on the 
summary worksheet below. (Don’t forget seasonal fluctuations.)

Step 4 Calculate the total monthly salaries by adding down the columns, and the total yearly salaries 
by adding across the rows. Check for accuracy—column totals and row totals should match.

Employee Salary/Wage and Benefits Summary Worksheet
Employee 

Title
Wage/

Benefits Jan Feb Mar Apr May June July Aug Sep Oct Nov Dec Yearly 
Total

Monthly
Total
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Employee Salary/Wage and Benefits Worksheet (Monthly) 

Title: Notes:
Work Performed:
Salary/Wage per Hour/Month: $

Mandatory Benefits: Optional Benefits:

Social Security (FICA) $ Medical Insurance $

Federal Unemployment $ Dental Insurance $

State Unemployment $ Vision Insurance $

Workers’ Compensation $ Life Insurance $

Other $ Disability Insurance $

Pension Plan $

Profit-Sharing Plan $

Other $
Total Mandatory/Month $ Total Optional/Month $

Grand Total/Month $

Employee Salary/Wage and Benefits Worksheet (Monthly)

Title: Notes:
Work Performed:
Salary/Wage per Hour/Month: $

Mandatory Benefits: Optional Benefits:

Social Security (FICA) $ Medical Insurance $

Federal Unemployment $ Dental Insurance $

State Unemployment $ Vision Insurance $

Workers’ Compensation $ Life Insurance $

Other $ Disability Insurance $

Pension Plan $

Profit-Sharing Plan $

Other $
Total Mandatory/Month $ Total Optional/Month $

Grand Total/Month $
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employee Management Worksheets—continued

employee Policies Worksheet

Finding, motivating and rewarding good employees is essential to the healthy growth of your business. 
The following questions will help you develop policies for working with employees.

1. Describe your policies for interviewing prospective employees.

2. Describe your policies for documenting and resolving employee problems.
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3. Describe your policies for disciplining and firing employees.

4. Describe your policies for motivating and rewarding employees.

5. Describe your overall philosophy of managing employees.
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supply chain and Logistics Worksheets
Your supply chain consists of all the interdependent business processes that go into selling your product, 
from sourcing and manufacturing to distribution and sales. Every business has its own supply chain, as 
well as its own position in the supply chains of other businesses. 

Business site Worksheet

The location of your business should be compatible with your goals and strategies. The importance of 
physical location depends on what kinds of products you offer, what kind and amount of space you 
need, and what effect the location has on serving your target market. 

1. Where is your business located?

2. Why did you choose this site? What features make this a good location for your business?
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3. Will nearby businesses or attractions help your business draw customers? Explain.

4. What drawbacks does this location have? How will you address them? 

5. What renovations are necessary? How much will renovation cost? How long will it take?

6. How does your location fit into your supply chain? Is it near your suppliers, distributors, 
shippers or customers? Is it convenient and cost–effective for your transportation needs 
(consider the cost of getting supplies in and shipping products out)?

7. How will you deliver your products? Be sure to compare various transportation costs (e.g., air, 
rail, truck) related to your location.
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supply chain and Logistics Worksheets—continued

8. What are the prospects for new business growth in your area?

9. At what point in your growth cycle will you need to consider relocating? Why?

equipment needs Worksheet

List all the equipment you will need to produce and deliver your product. Explain the purpose of each 
piece of equipment, and state whether you will buy, rent or lease it. (If you already own the equipment, 
write “Own.”) Last, list the cost of the equipment. 

Equipment Purpose Buy, rent or lease? Cost
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Purchasing and Inventory Worksheet

1. What raw materials does it take to produce and deliver your product or service? 

2. Who are your suppliers? Where are your suppliers? What tradeoffs are involved in choosing 
one supplier over another (e.g., local sourcing vs. low-cost materials from overseas)?

 

3.  Will you make products to order, or keep an inventory? Will your inventory be on-site, or 
will you store it elsewhere?

 

4.  What system (manual or computerized) will you use to keep track of your inventory? 
Explain your choice and cite estimated costs.
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risk Management Worksheets
Each business has special risk management needs. You need to think about managing the risks your 
business faces, and plan to address any special needs your business has.

Insurance needs Worksheet

Use this worksheet when consulting with an insurance agent to determine the type, amount and cost of 
coverage you need. Make multiple copies, if necessary.

Type of Insurance Required? Type/Coverage Cost per Month

Protecting Your Business

General Liability

Product Liability

Professional Liability

Business Property

Business Interruption

Business Crime

Fire and Flood

Key Person

Commercial Auto

Electronic Data

Website

Home Office

Other:

Protecting Yourself

Personal Disability

Life

Medical

Self-Insurance

Other:

Protecting Your Employees

Group Health

Life

Pension Plan

Workers’ Compensation

Other:
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other risks Worksheet 

1.  What other risks might affect your business? An inside risk might be a structural threat 
like fire damage. An outside risk might be someone coming to rob your business. What 
management policies and procedures will protect you, your employees and your business?

Description of Risk Inside or Outside Policies/Procedures to Manage Risk

2. What risks can you reduce by creating an Operations Manual for daily business activities? 
Consider inventory management, cleaning, hazardous materials storage and handling, 
purchasing, quality control, financial controls, employee and customer safety, etc.
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risk Management Worksheets—continued

continuity Planning Worksheet

Statistics show that most small businesses that suffer a disaster—such as a fire, a flood or a costly break-
in—never recover. Even if you have insurance, the loss of important business records and documents 
can make it very hard to get back on your feet. Creating a business continuity plan will help you prepare 
for and survive disasters of all kinds. 

This worksheet will give you a first look at the kind of data required for a business continuity plan. 
As soon as it’s practical, you should create an actual, full-scale plan to help your business recover from 
disasters and disruptions.

Step 1 For each essential business function, list the name of the person who’s responsible for the 
function, the tools and resources that person needs to do the work, and the steps required to get 
the business function up and running again in the event of a disaster. 

Step 2 For each threat, describe the possible impact on your business, the steps you can take to reduce 
that impact, and off-site resources that can help you recover (e.g., a storage space or safe 
deposit box).

Step 3 List the name of each hazardous material your business uses. State the type of hazard (e.g., 
“Flammable Liquid”). Note the total amount stored (on average) and the location. This 
information could save the lives of first responders during an emergency.

Step 4 List essential documents and data. State their purpose. State their onsite location, and 
explain where to find backup copies in the event of a disaster (e.g., at a storage space or 
online). If data are stored electronically, include your password or explain where to find it.



6-18 | MANAGING YoUr MICroBUsINess
First Things First 

W
o

r
k

sh
eet

sessIo
n

 6
MANAGING YoUr MICroBUsINess | 6-19

First Things First

Continuity Planning Worksheet

Business Function Who’s Responsible? Resources/Tools Needed Recovery Steps

Manufacturing

Purchasing

Sales

Order fulfillment

Inventory management

Accounting

Legal compliance

Communications

Internet

Other:

Threat Potential Impact Risk Reduction Steps Offsite Resources

Fire

Flood

Tornado / hurricane

Theft

Other:

Hazardous Materials Type of Hazard Location Amount Stored

Documents and Data Needed for Onsite Location Backup Location
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Worksheets assignment for session 7 
Complete the following worksheets before writing the corresponding section of your 
business plan.

•	 Management Team Worksheets (finish and research costs)
•	 Employee Management Worksheets (finish and research costs)
•	 Supply Chain and Logistics Worksheets (finish and research costs)
•	 Insurance Needs Worksheet (contact insurance agent and work on costs)
•	 Other Risks Worksheet (contact insurance agent and work on costs) 
•	 Continuity Planning Worksheet (finish and research costs)

Writing Your Business Plan
Use the information from this session to write the sections of the business plan listed 
below. Start with the headings and subheadings just as they’re shown. Then, follow the instructions 
under each subheading to write that section of your business plan.

 Section III. Business Organization and Operations
A. Business Structure, Management and Personnel

Management Team
Review the Internal Management Team Worksheets. Describe your management team. Include details 
about key managers, and explain why they were chosen. In the Attachments section, include a résumé for 
each owner and key manager. If a management position is unfilled, include the job description instead of a 
résumé. This section should tell your reader why you and your team are qualified to manage your business. 
If applicable, include an organizational chart to help readers see the roles and responsibilities of your 
management team. 

Outside Services and Advisors
Review the Outside Services Worksheet and the Advisory Board Worksheet. Discuss the outside services 
you’ll need, and why you decided to use them instead of hiring an employee to do the work. Then, discuss 
whether or not you’ll use an advisory board. Describe who (by member type, not names) might be on the 
advisory board, and what information they can provide to help your business. 

Personnel
Review the Employee Management Worksheets. Describe your non-management employee needs. Include 
job descriptions. Discuss where and how you will find new employees, and what screening processes you 
will use in hiring. Discuss whether you think you’ll have trouble finding qualified employees for your 
business. Also, explain how you’ll train employees (both new employees and ongoing training). 
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Writing Your Business Plan–continued

B. Operations Plan
Site and Equipment

Review the Business Site Worksheet. Describe your site and explain why it’s appropriate for your business. 
Describe positive features of your location as they relate to your business, and note any expected changes 
(e.g., new business growth) that will affect your operations. Describe any drawbacks of your location and 
explain how you’ll address them. Then, review the Equipment Needs Worksheet and list the tools and 
equipment your business requires. Note which ones you have, and specify whether you will buy or lease 
the ones you don’t. If possible, get maps, photos and blueprints of the location and include them in the 
Attachments section of your business plan.

Purchasing and Inventory
Review the Purchasing and Inventory Worksheet. Explain who your suppliers are, where they are and 
why you chose them. Detail your plans for ordering, storing and managing inventory and other supplies. 
Explain why these operational decisions will benefit your business.

Risk Management
Review the Insurance Needs Worksheet, Other Risks Worksheet and Continuity Planning Worksheet. 
Explain how you’ll manage risk. Include the types of insurance you need and the anticipated costs. Also, 
write about other inside and outside risks your business faces, and explain how your management policies 
and procedures will help you manage these risks. 

Note: The financial/cost information you’re gathering throughout these early sessions will be used 
in later sessions. As you continue making decisions, be sure to review worksheets that ask for costs 
to see if they need revising along the way.
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sessIon 7: anaLYzIng Your Market
Chart It Before You Start It! 

Product description Worksheet
In earlier sessions, you sketched a rough outline of your product. Now, you should know enough to 
describe your product more clearly and in greater detail, with a stronger emphasis on how it satisfies 
customer wants and needs. (Remember: The term “products” refers to services, too.)

Answer the following questions about your product. You may not have all the answers at this point, but 
that’s OK. The aim of these questions is to identify what you do and don’t know, so that you can seek 
additional information.

If you have multiple products, make multiple copies of these worksheets. When you’ve filled out the 
worksheets for each product, compare your descriptions and consider grouping similar products into 
product lines.

1. Briefly, what is your product?
 

2. What is your product’s stage of development (concept, prototype or currently in 
production)?

 

3. What problem does your product solve for customers? How does it help or benefit them?
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Product description Worksheet—continued

4. What makes your product unique or special?

5. How does your product compare to competing products (consider price, quality, materials, 
availability, etc.)?

6. What stage of the product life cycle is your product currently in (introduction, growth, 
maturity, decline)? Is it likely to remain in this stage over the next three years, or move to the 
next?

7. Will you make the product yourself, buy it wholesale or have someone else make it? Will you 
make products for inventory or per order? -OR- How will you deliver your service? Will you 
do all the work yourself, or assign some of it to employees or subcontractors?
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8. What enhancements, warranties or customer service features will you offer along with your 
product? How do they distinguish you from your competitors?

9. (For services only) Can you deliver on your promises to your customers? Are your 
qualifications and skills equal to, or better than, those of your competition? Explain. 

10. List any intellectual property rights (patents, trade secrets, copyrights) that add value to 
your product.

11. Are you planning to offer other products or services in the future? If so, what are they? 
When do you plan to add them? 
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features and Benefits Worksheet
Answer the questions below for each product or service you plan to offer. 

1. List the features of your product, and then list the benefits of each feature. (You can identify 
features and benefits for individual products or for a product line.)

PRODUCT: 

Features (quality, materials, etc.) Benefits (what does the feature do?)

2. How do you know that your target customers value these benefits? 



7-4 | ANAlYzING YoUr MArket
Chart It Before You start It

W
o

r
k

sh
eet

sessIo
n

 7
ANAlYzING YoUr MArket | 7-5

Chart It Before You start It

customer analysis Worksheet
The Market Analysis section of your plan analyzes your customers and competitors in detail. This allows 
you to make a realistic estimate of your market potential, based on your current trade area, market size, 
market trends and projected sales volume.

It’s critical to analyze who your customers are, how much and how often they buy from you, and why 
they will do business with you rather than your competitors.

Individual Customers
Personal characteristics of your customers are called demographics. Common demographics include:

 Gender Men and women have different buying habits.

 Age Different age ranges have different buying habits.

 Income Income level tells you whether a customer or household has the financial ability to buy your 
product, especially if it’s a nonessential item (e.g., jewelry).

 Occupation Occupation relates to age, income and education, and may indicate customers’ ability to buy.

 Location This includes how near the customer is to your business, as well as regional or national location, 
geography, climate and weather.

 Marital status Customers’ needs and desires vary based on whether they’re single or married.

 Children Households with children have very different buying habits than those with no children.

 Education Education may be an indicator of reading comprehension, use of technology, income, etc.

 Ethnic Origin People from different cultures may have different values and needs that influence buying habits.

Values, lifestyles and attitudes that motivate people to buy are called psychographics. These include:

 Beliefs / values Cultural, religious and political beliefs and values have a strong influence on buying decisions.

 Behavior What are your target customers’ spending patterns and buying behavior?

 Interests How do your customers’ hobbies, pastimes and social causes affect their buying behavior?

 Media choices Media choices not only provide a clue to buying decisions, income and education, but they also 
tell you what kind of promotions are most likely to succeed. 

 Recreation People who like outdoor activities such as camping or hiking may have different needs than 
people who prefer indoor activities such as videogames or scrapbooking.

 Transportation People who have a car, bicycle, motorcycle, RV or boat may have very different buying habits.

 Entertainment Music, movie, book and art preferences tell marketers a lot about lifestyles and attitudes, and help 
them make the right advertising decisions.
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customer analysis Worksheet—continued
Use this worksheet to profile at least two customer segments. Customer Group A should be the one 
you think is the strongest market for your product. This is your primary customer group.

Individual customer analysis Worksheet

Demographics Group A
Primary Customers

Group B
Secondary Customers

Gender (male, female, both)

Age (range)

Income level (range)

Occupation (blue collar, professional)

Location (local, national, international)

Marital status (single, married)

Children

Education level

Ethnic origin

Other:

Psychographics

Where do they shop (malls, boutiques, 
farmers’ markets, online)?

When do they shop (a.m., p.m., holidays, 
weekends, summer, winter)?

Why do they buy (wants, needs)?

How do they shop (in person, over the 
phone, online)?

What beliefs, attitudes and values influ-
ence their buying decisions?

Which media do they prefer?

What are their interests and hobbies?

What entertainment do they prefer?

Other:

Expectations

What do buyers expect from products like 
yours?  
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If you will market your product to other businesses, use the following worksheet to research your 
customers. Otherwise, skip ahead to Question 1.

Business customer analysis Worksheet

Characteristics Wholesale Customers Retail Customers
A B C A B C

Annual sales

Number of employees

Location (town, region, country)

One site, or multiple branches?

Who handles purchasing?

Where do they get product infor-
mation?

Procedures for buying?

What do they expect from your 
product? 

Prequalification requirements

Other:

Other:

 

1. Where did you get the above information about your customers? Explain your research 
methods and cite your sources.

2. Based on this research, which of the features and benefits you identified in the previous 
exercises are most important to your target customers? Explain.
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competitive analysis Worksheet
Use the worksheet on the next page to compare your business to at least three major competitors. Be 
honest; look for competitors’ strengths as well as their weaknesses. Consider the following issues:

 Product How well do their products solve customer problems and meet customer needs? Do they person-
alize their products and services for individual customers? 

 Quality How high is their quality? Where do they source raw materials?

 Selection How many choices do they offer? How wide and deep is their product line?

 Price Do their prices match customers’ expectations and assessment of value?

 Selling Are sales methods effective, polite, ethical, efficient and informative?

 Credit policy Do customers have various ways to pay for purchases (e.g., store credit, credit card, layaway)?

 Availability How quickly do customers get products? Do they have to wait? How long?

 Distribution How does the business deliver products to customers? Does it sell to retailers and distributors? 
What delivery options are available? What’s the cost?

 Service How well do they meet customers’ need for attention and knowledgeable assistance? Are cus-
tomer problems fixed quickly and to the customer’s satisfaction? Is the staff well trained? What 
are their hours of operation?

 Expertise Are owners and staff knowledgeable about their products? Do they answer questions well? What 
special skills and qualifications do they have?

 Reliability How dependable are their products? Do they require frequent repair or replacement? Does the 
business keep its promises?

 Reputation What is the business’s reputation in the area? In the region? Nationally? Online?

 Location Where is the business? Are there multiple locations? How well does the accessibility, visibility, 
signage and convenience of the competitor’s location meet customer needs? 

 Merchandising Is merchandise stocked in a manner that makes shopping easy and convenient? Are products 
displayed attractively and in an organized way?

 Technology How do they use technology to promote, sell and deliver products and services?

 Web presence Does the business have a strong online presence? Is their website easy to find, navigate and use? 
Do they get good online reviews from customers? Do they have a social media following? 

 Brand Do they have a strong brand? How well does the appearance of their product, store, website, 
vehicles and personnel match customer expectations? What is their brand image?

 Advertising Where, how often and to whom does the business advertise? Is it effective?

 Green features Do they promote themselves as a green business? Do they have green certification or eco-labels?

 Stability Has this business been open long enough to prove it has staying power?

 Sales volume What’s the business’s estimated sales volume?
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Identify your three major competitors and write their names in the spaces below. Rank yourself and 
your competitors honestly for each factor on a scale of 1 to 4, where 1 is best and 4 is worst. Write “NA” 
(not applicable) if the factor doesn’t apply to your business or your competitor. This process may require 
you to visit or call competitors and ask the questions that a normal customer would.

Last, estimate how much of a priority each factor is to your target customers. Write high, moderate or 
low for the level of priority based on your understanding of your target customers.

Factors You Competitor A  
___________      

Competitor B 
____________

Competitor C 
____________ Priority

Product

Quality

Selection

Price

Selling

Credit policy

Availability

Distribution

Service

Expertise

Reliability

Reputation

Location

Merchandising

Technology

Web presence

Brand

Advertising

Green features

Sales volume

Other:
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competitive analysis Worksheet—continued

Answer the following questions based on your worksheet research.

1. Who are your strongest competitors, and where are they located? (Close to your business? In 
another state?) Is their location a strength or a weakness? 

2. How well do your strongest competitors’ products meet consumer needs? What other 
strengths and weaknesses do they have? How do you know this? 

3. What technological advantages and disadvantages do your competitors have? 

4. How do their prices compare to yours? Are they lower or higher? Why?
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5. Go back to the chart on page 7-9, and look at the areas where you ranked 1 or 2. What are 
your key competitive advantages? How will your products better meet the needs and wants 
of your customers? What can you do better than your competitors? 

6. Now, note any factors with “high” and “moderate” priority where you ranked 3 or 4. List 
changes you can make to improve your competitive position.

7. Looking again at the worksheet, did you identify any customer priorities your competitors 
aren’t meeting? If so, how will you meet these needs?
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Market Potential Worksheet
Once you’ve identified your target customers, you need to find out if there are enough of them to make 
your business idea viable. Census data, maps and assessor office statistics can help you.

As you work through this worksheet, refer to our example on page 8-10 of the text.

1. What is the geographic territory of your trade area? List all cities, ZIP codes, states and 
counties. (Consider including a map of the area in the Attachments section of your business 
plan.)

2. How many people (or businesses) in this geographic area are in your target market? (See the 
Customer Profile Worksheet. You’ll probably have to do some more research, using census data or 
other resources.)

3. Is the size of your target market growing, staying the same or getting smaller? Why? (Discuss 
the trend.)

4. How many members of your target market do you expect to buy your product per year? 
(You’ll need to calculate a percentage from your response to Question 2.) How did you 
estimate this amount?

5. What is the average dollar amount each customer will spend per year on your products? 
How did you estimate this amount?
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6. What are some of the largest basic expenses for your business per year? 

Rent/utilities   _______
Inventory/raw materials _______
Equipment    _______
Employees’ salary  _______
Owners’ draw (salary)  _______
Vehicle/gas   _______
Office supplies/postage _______
Other    _______
Total per year   _______ 

7. How many products can you produce—or units of service can you deliver—per year? How 
did you estimate this amount? 

8. What barriers to entry affect your ability to compete in this market? How will you overcome 
them? 

9. Now, you’re ready to estimate your annual sales amount. This will give you a first look at 
whether your business can generate enough sales to be worth pursuing. Use the Annual Sales 
Volume Projection Worksheet below, and remember to be realistic in your estimates. 

A. Number of customers who will buy from you each year
(answer from question 4):

B. Average amount they will spend each year
(answer from question 5):

C. Total estimated sales amount each year (multiply A x B)

D. Estimated basic expenses each year (answer from question 6)

E. Difference between sales and expenses (subtract C - D)

Is Line E a positive number or a negative one? It should be positive, because your estimated sales 
should exceed your estimated expenses. If it’s negative, what can you do (if anything) to fix this? 
Are you satisfied with these initial findings? Do you think it’s worthwhile to move forward?

If not, do you have another idea that seems worthwhile? If so, repeat the analysis above with your 
new business idea.
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Worksheets assignment for session 8
You will need to research, complete and review all of the Session 7 Worksheets before 
trying to write the Products and Services and Market Analysis sections of your business plan.  

Writing Your Business Plan
Use the information from this session to write the sections of the business plan listed 
below. Start with the headings and subheadings just as they’re shown here. Then, follow the 
instructions under each subheading to write that section of your business plan.

 Section IV. Marketing Plan
A. Products and Services

Product Description
Review the Product Description Worksheet. Write this section as if the reader knows nothing about your 
business or your products. Describe the types of products you sell, and identify their stage in the product life 
cycle. Include everything a first-time reader needs to know about what your product offers to your customers 
and why it’s better for them than similar products.

Features and Benefits
Review the Features and Benefits Worksheet. Summarize the features and benefits of your products. 
Explain what features make them unique and special. Then, describe the benefits of each feature.

B. Market Analysis
Customer Analysis

Based on the Customer Analysis Worksheet—and your Customer Profile Worksheet from Session 
2—describe your target markets and their key characteristics. Include demographic and psychographic 
characteristics and motivation for buying (values; interests; preferences; lifestyle; where, how and when 
they choose to buy; and expectations). If you’re targeting more than one customer group, explain why you 
chose each one.

Competitive Analysis
Based on the Competitive Analysis Worksheet, identify and briefly describe your major competitors. State 
where they are located and explain whether their location is a strength or weakness. Summarize your 
competitors’ other strengths and weaknesses. Last, explain your competitive advantage by describing the 
aspects of your business or products that are superior to the competition.

Market Potential
Based on the Market Potential Worksheet, describe your geographic trade area and explain why customers 
within it will do business with you. Describe the size of your market in terms of the number of potential 
customers. Summarize the trends for this market, including whether the market is growing, stable or 
declining. Identify any barriers to entry. Then, present your sales forecast for your first year of business, as 
calculated in Question 9. 
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Product strategies Worksheet
In Session 7, you analyzed your customers and competitors and estimated your market potential. Now, 
you will use this information to develop product strategies that will make your target customers more 
likely to buy.

1. Which stage of the product life cycle is your product in (introduction, growth, maturity, 
decline)? Explain how this will affect your product and pricing strategies.

2. Describe your product line. If you’re planning to sell only one product, explain why you made 
that choice and describe any service enhancements that will complement the product. If you’re 
selling more than one product, describe how they fit together in your product line, and why you 
believe this mix of products is a good one for your target market.
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Positioning statement Worksheet
Look back at the Competitive Analysis Worksheet from Session 7, and think about where you want to 
position your products relative to your competitors. For example: Is your quality high, but your price 
moderate? Is your quality moderate, but your price low? Or are your quality and price high?

Next, write a positioning statement for each market segment you target. A positioning statement 
consists of a couple of sentences that explain what you offer that your competitors don’t. Once you’ve 
explained this to yourself, you can use it to guide your marketing messages. Based on your previous 
worksheets, briefly answer the following questions.

1. Who is your target audience? Where are they? What problem or need do they have? 

2. What product will you offer to solve their problems or meet their needs? 

3. Who are your primary competitors? What solutions do they offer?
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4. What is the primary benefit of the solution you offer? 

5. What is the differentiator that makes your primary benefit better than what your 
competitors offer? What evidence can you cite to support this claim? 

6. Use your answers to Questions 1 through 5 to write a simple, clear positioning statement. 
Here’s a template:

[Your company] has the only [product type] that provides [your target customer] in [your area] with [your primary ben-
efit], because unlike [your competitors], [your company] offers [your differentiator].
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Branding Worksheet
A brand is a name or symbol—or some combination of the two—that represents your product. Your 
brand identity is how you present your product to the world. Your brand image is how your product 
looks to your customers. In other words, brand identity is how you want to be seen, while brand image 
is how you are seen. 

1. If you’ve already chosen business and product names, explain how they communicate your 
brand identity. If you haven’t, make a list of words or emotions that describe the kind of 
brand identity you want. Explain why this brand identity will appeal to your target market.

2. What kind of logo is appropriate for your business? Something humorous? Classy? Down to 
earth? Professional? What kind of message do you want it to send?

3. Now, write your branding statement. A branding statement is a short, clever or humorous 
sentence that gives customers a simple, memorable concept of your business. Example: Green 
Thumb Plant Care makes a day at the office like a walk in the park.
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Packaging Ideas Worksheet
Your packaging decisions should fit your positioning statement and brand identity. If you are a green 
business, does your packaging demonstrate your commitment to environmental health? If you sell 
locally made goods, are your packaging materials local? If you sell toys, is the packaging child-safe?

Use this worksheet to describe packaging ideas for your business. Explain how the idea will help to 
create the brand identity you want. 

Packaging Idea Brief Description How It Builds Your Brand Identity
Clear outer wrapper Clear plastic wrapper around 

the cookies, tied with a 
bright bow.

Cookies look clean and fresh. The bow attracts attention and 
looks homemade.

Cookie-shaped business card Business cards in shape of 
chocolate chip cookie.

Makes the customer think of my cookies just by looking at 
the card. Different from other cards.
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Pricing strategy Worksheet
Pricing is critical to the success of your business. Customers will evaluate your products by some 
combination of price, value and quality. Pricing strategy involves figuring out how much it costs you to 
make and deliver your product, adding your cost of doing business (including taxes), and then adding 
your desired profit margin.

Price is partly determined by the things you looked at in your market research: who your customers are, 
how much they will pay, how much your competition charges, your positioning statement, and your 
desired level of profit. 

Businesses must price their products between the ceiling (the highest price a customer will pay, 
based on perceived value) and the floor (the total cost of producing and delivering your product). 
Underpricing can cause a business to fail. Overpricing can drive customers to lower-priced competitors, 
which can also cause a business to fail. 

1. Which pricing objective makes the most sense for your product? Why?

2. Which pricing strategy makes the most sense for your product? Why?

3. How will you set the price of your product? 
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4. Will your price be high, average or low compared to the competition? How does this fit your 
brand identity and positioning?

5. Explain how your pricing strategy fits in with the other parts of your marketing mix. Why is 
it right for your product? How will it affect promotion and placement?

6. Explain how your pricing strategy fits your financial goals. How will it affect your business’s 
break-even point and profitability?

7. What factors will influence your decision to change your pricing (e.g., recession, new 
competitors)? Explain your plans to review your pricing strategies over the next three years.
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Worksheets assignment for session 9 
You will need to complete all of the worksheets for this session before trying to write the 
Marketing Objectives, Strategies and Tactics section of your business plan. It’s also a good idea to 
complete and understand the Pricing and Break-Even Example on the next page, which will help 
you create a shrewd pricing strategy. As you learn more over the following sessions, you may need 
to revise your product and pricing strategies. Writing them down now will make this process easier. 

Writing Your Business Plan
Use the information from this session to write the sections of the business plan listed 
below. Start with the headings and subheadings just as they’re shown here. Then, follow the 
instructions under each subheading to write that section of your business plan.

 Section IV. Marketing Plan
C. Marketing Objectives, Strategies and Tactics

Product Strategy
Review the Product Strategies Worksheet and describe your mix of products and services. If you’re 
planning to sell only one product, explain why you made that choice and describe any service enhancements 
that will complement the product. If you’re selling more than one product, describe how they fit together in 
your product line, and explain why this mix of products is a good one for your target market.

Product Positioning
Review the Positioning Statement Worksheet and describe how you want to position your product 
within your target market. Include your positioning statement, and explain why you think this is a good 
marketing strategy given your customers and competitors. 

Packaging and Branding
Look back at the Branding Worksheet and the Packaging Ideas Worksheet. Explain your brand identity 
and include your branding statement, if you have one. Explain why your brand identity will appeal to 
your target customers. Describe how you’ll package your product, and how you’ll “package” your business as a 
whole. Explain how your packaging reinforces your brand identity and positioning.

Pricing Strategy
Review the Pricing Strategy Worksheet. What pricing strategies will you use? Describe how you want 
your prices to compare with the competition. Also, explain how your pricing strategy fits in with the rest of 
your marketing mix, your product’s stage in its life cycle, and your branding strategy.
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Pricing and Break-even example
You make personalized T-shirts. Your competitors sell a similar shirt for between $8 and $11. Therefore, 
you decide to price your T-shirt at $10. Let’s see how many T-shirts you must sell to cover your fixed 
and variable expenses, and thus to break even.

Here’s a list of your expenses:

T-shirt $3.00 Insurance per month $50.00
Rent per month $800.00 Shipping expense $ 0.50

Hourly labor $1.00 Bookkeeping per month $100.00
Sales commission $1.00 Loan payment per month $300.00

Telephone $100.00

Now, sort these expenses into variable expenses and fixed expenses:

Variable Expenses Fixed Expenses

__________________ $_________________ __________________ $_________________

__________________ $_________________ __________________ $_________________

__________________ $_________________ __________________ $_________________

__________________ $_________________ __________________ $_________________

__________________ $_________________ __________________ $_________________

Total Variable Expenses 
(per unit)

$_________________ Total Fixed Expenses
(per month)

$_________________

The contribution margin is the selling price per unit, minus variable expenses per unit. It represents 
the amount that each unit of sale contributes toward fixed expenses and profits. 

What is the selling price of a T-shirt? $ _________ 
What are the variable expenses of a T-shirt? ( - ) $ _________
What is the contribution margin? ( = ) $ _________

How much does each T-shirt you sell contribute toward your fixed expenses? $ _________
What are your total fixed expenses for a month? $ _________ per month
What is your contribution margin per T-shirt sold? $ _________ per shirt
How many T-shirt sales will it take to pay for your monthly fixed expenses?  __________ shirts

(Fixed Expenses ÷ Contribution Margin = Number of shirts you must sell to break even.)

What happens to the break-even number if you decide to lower the price to $9?
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Placement strategies Worksheet
Placement, or distribution, is the process of getting your products to your customers. There are two 
basic methods. Direct sales means distributing your products directly to the customer, either in person, 
through your own retail location, by mail order, or online. Indirect sales means using intermediaries, 
such as agents, sales reps, distributors or wholesalers. Intermediaries take a percentage of each sale; 
however, they may achieve a higher sales volume or save you time and money. 

1. How will you make your products available to potential customers in your startup phase? 
(Consider direct sales, distributors, sales reps, mail order, Internet, etc.)

2. Why did you choose the distribution strategy described above? What are the costs and 
benefits of this strategy? Why is it right for your customers and business location?

3. Explain how your placement strategy fits in with the other parts of your marketing mix. Why 
is it right for the product? How will it affect your pricing and promotion?
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Promotional strategies Worksheet
Promotion is everything you do to let people know that your product exists. Promotional strategies 
are built around advertising, public relations, networking and other tools discussed in this session. 
We’ll start with some general promotional possibilities for your business. Then, we’ll research specific 
advertising tools and develop other promotional strategies.

Your Business: Example: Small restaurant.

Who is the target customer group? (basic description)

Busy working people.

What are the characteristics and needs of this group?

About 60 percent women, 40 percent men.

Average income is $40,000 per year.

They only have an hour for lunch.

They work at or near the local university.

They’re surrounded by fast food restaurants.

What are their needs?

They need lunch for $4 to $8.

They need fast service.

They need to stay near the university.

Which features and benefits will you promote to attract customers?

Features Benefits Features
Healthy $4.99 lunch
Served within 7 minutes
Near university
Made to order

Benefits
Cheap, healthy food
Customers won’t be late
Saves time
Personalized; healthier

What promotional methods can you use?

Signs on the outside of my building and by the road (they 
drive by on the way to work).

Radio ads during drive time (morning) and just before lunch 
(10:30 a.m. to 1 p.m.).

Weekly business card drawing for free lunch (to get repeat 
business).

Fliers at surrounding businesses and at the university.
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advertising tools Worksheet
Here are the basic considerations when choosing advertising media:

 Quality. Does this medium reach your target customers, and do they pay attention to it?
 Cost. How much does it cost (per time used, or per contract) compared to other media?
 Effectiveness. Does it increase customer traffic and sales?

1. What does your industry research say businesses like yours should be spending on 
advertising per month or per year (i.e., what percentage of gross sales)? 

2. For each advertising tool you’re considering, research the number of target customers it is 
likely to reach in your trade area. Research the monthly cost of each tool. To find out the cost per 
customer, divide Cost by Estimated Reach. Last, total the costs and decide which tools to use.

Tool Estimated
reach

Monthly 
cost

Cost per 
customer Will I use it? 

Newspaper ads

Classified ads

Magazine ads

Online ads

Online directories

Social media

Signage

Yellow Pages

Radio

Network TV

Cable TV

Newsletters

Brochures

Novelties 
(caps, pens, mugs, etc.)

Street corner ads / 
sign spinning

Other:

Estimated Total Cost
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advertising tools Worksheet—continued

3. What percentage of your annual gross sales does the estimated total cost in Step 2 represent? 
How does that percentage compare to the industry standard you identified in Step 1? Is it too 
much or too little? If so, consider making changes to conform with industry standards.

4. What advertising tools do you plan to use? Explain why you chose these tools.

5. How will you track the effectiveness of these tools? How often will you do this?

6. After you’ve been in business for a year or two, are there other advertising tools you want to 
use? Which ones, and why?

7. Explain what other low-cost or no-cost promotional tools you might use, and why. 
(Remember: This is an area where it pays to be creative!)
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sales Promotions Worksheet
Sales promotions are tactics you can take to attract customers, move sluggish inventory, motivate 
intermediaries, or increase sales or profit margins. Consumer promotions target customers directly, 
while trade promotions target wholesalers, retailers and other intermediaries.

Common sales promotions include:

•	 Coupons •	 Contests,	games	and	prize	drawings
•	 Discounts	and	sales •	 Bundling	complementary	products
•	 2-for-1	offers •	 Gifts	and	rewards
•	 Frequent	buyer	cards •	 Geosocial	promotions	(e.g.,	Foursquare)
•	 In-store	events	(tastings,	free	

samples, demonstrations, classes)
•	 Donating	a	percentage	of	each	sale	to	a	

social cause

1. Which sales promotions will you use? Why?

2. How will you measure the effectiveness of your promotions? How often will you do this?
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Business commercial Worksheet
You’ll meet many new people as you launch your microbusiness, so you should decide in advance how 
to explain who you are and what your business does to solve customer problems. Preparing a short 
“business commercial” will help you come across as a professional.

Here’s an example:

“Hello, my name is Joe Smitty. I’m the owner of Smitty’s Hand Car Wash. We specialize in hand-
detailing luxury vehicles, whenever and wherever it’s convenient for our clients.”

Typically, a business commercial should be no more than 15 seconds long.

Use the space below to write a business commercial you can use the next time you meet a new 
network contact. Explain what you do, how you do it and how you help your customers. Practice your 
commercial in front of a mirror, and try it out on friends and family. 

Business commercial:
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Public relations and networking strategies Worksheet
Public relations is a planned effort to influence public opinion through honest, unpaid publicity efforts. 
Common events that present public relations opportunities include:

•	 Company	anniversary	 •	 Change	of	ownership
•	 New	employee	hired	 •	 Awards	received	
•	 Employee	promotion	 •	 Event	sponsored
•	 Change	of	location	 •	 Charitable	activities
•	 Introduction	of	new	products	 •	 Human	interest	stories

Once you choose an event, you can issue press releases, call the media, create brochures or other 
advertising tools, and talk about the activities in public. Here are a few low-cost or no-cost activities 
that can help promote public relations events:

•	 Community	education	seminars	 •	 Meeting	presentations
•	 TV	or	radio	talk	shows	 •	 Briefings	with	news	editors
•	 Community	bulletin	boards	 •	 Participation	in	fundraising	events
•	 Enclosures	in	monthly	statements	 •	 Articles	in	magazines	and	journals
•	 Sponsorship	of	community	athletic	events	 •	 Displays

1. List three possible public relations activities for your business. How can you make these 
activities newsworthy? (For example, could a press release get you an interview on local radio 
or TV?)

2. What service or community clubs in your area offer good networking opportunities? (List 
the service organization or club name, as well as the key contact person. Also, explain why you 
chose these clubs.)
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Public relations and networking strategies—continued

3. Will you choose a charitable organization or a cause to support? If so, which one? How 
much time or money will you donate? How will you inform and involve the public? How will 
this aid your networking strategy? 

4. Choose a public relations activity from Step 1.

  Public relations activity for my business: 

 Now write a short press release to give to the media about the activity. Make sure it tells 
people Who, What, When, Where, Why and How.

Press Release for [your business]

Contact: [your name]      For Immediate Release

Telephone: [your phone number]     Date: [today’s date]
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Worksheets assignment for session 10 
Complete and review the following worksheets before trying to write the business plan 
section: 

•	 Placement Strategies Worksheet
•	 Promotional Strategies Worksheet
•	 Advertising Tools Worksheet (finish and research costs)
•	 Sales Promotions Worksheet
•	 Public Relations and Networking Strategies Worksheet

Writing Your Business Plan
Use the information you’ve gathered, and the worksheets in this session, to write the 
following sections of your business plan. Follow the headings and subheadings just as they are 
shown here.

 Section IV. Marketing Plan
C. Marketing Objectives, Strategies and Tactics

Placement Strategy
Review the Placement Strategies Worksheet. Then, discuss the distribution strategies you’ve chosen. 
Explain why you picked these strategies, how they fit with the other elements of the marketing mix and 
how they will get your products to your customers.

Promotional Strategy
Advertising
Review the Promotional Strategies Worksheet and the Advertising Tools Worksheet. Describe the 
advertising tools you’ll use, and explain why you chose them. State the size of your advertising budget, and 
explain how you determined it. Explain how you plan to measure the effectiveness of the tools you chose. If 
you have specific advertising events in mind for the first year, describe them. Also, review your answers to 
the Sales Promotions Worksheet and describe any sales promotions you plan to use. 

Public Relations and Networking
Review the Public Relations and Networking Strategies Worksheet. Discuss how public relations and 
networking will help your business. Describe any public relations events you will plan. Then, discuss any 
plans for community involvement and networking (clubs or organizations you may seek membership in, or 
participation in club/organization events).

Other Promotional Tools
Look at Question 7 on the Advertising Tools Worksheet. What sales promotions and other promotional 
tools might you use besides advertising and public relations? You’re limited only by your imagination, so get 
creative! Explain why you think these promotional ideas would be good for your business.
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Internet needs Worksheet

1.  How will your business use the Internet (e.g., sales, market research, promotion, finding 
suppliers or distributors)?  Make sure that your answer fits the goals, strategies and objectives 
set forth in your marketing plan.

2. Write down your Internet needs—as you currently understand them—and rank them in 
order of importance on a scale of 1 to 4 (1 is most important, and 4 is least important).

Internet Needs Rank
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Internet needs Worksheet—continued

3. Make several copies of the chart on the next page to research the Internet service options 
available in your area.

a. Look up a couple of big Internet service providers such as AT&T or Comcast, and then 
look for local ISPs. 

b. Call each company and get detailed information about their features (e.g., how many email 
addresses you get; whether you have unlimited monthly usage; how much Web hosting 
space is available; any special e-commerce packages; and so on). 

c. Ask for the ISP’s uptime, or the amount of time the Internet service is available per year. 
The connection should be available at least 99 percent of the time. 

d. Check the connection speed and the cost (remember to ask about setup and installation 
fees, modem fees and early cancellation fees).
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ISP NAME: 
Connection type (e.g., dialup, DSL, cable modem):

How many connections can you have? Trial period offered?

Advertised connection speed: Actual connection speed:

Hardware needed: Hardware fees:

Installation charges: Estimated uptime (e.g., 99 percent):

How long has the ISP been in business? Are customer reviews mostly positive?

How many websites can you have? Maximum website size:

Maximum bandwidth: Maximum site traffic:

Fee for exceeding bandwidth or traffic: SSL support for security?

Number of free email addresses: Cost of additional email addresses:

Can your email address include your domain name?

Does the ISP offer an e-commerce package? If so, list the features:

What other business services does the ISP offer (if any)?

What “Acceptable Use” restrictions apply to residential and business accounts?

What security measures are in place?

Will they stay online in the event of a power outage or natural disaster? If not, how quickly will 
they restore service?

Add-on features and service enhancements:

How and when are tech support services available?

What restrictions and costs apply to tech support?

Average wait when calling tech support number:

Total monthly cost: Length of contract:

Fee for early termination?
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Website research Worksheet
When it comes to website design, the best way to find out what works and what doesn’t is to visit as 
many sites as possible. Browse the sites listed below and answer the questions for each. Add three sites 
from your own research, and answer the same questions for those sites. (You’ll need to make six copies 
of these pages before you start.)

1.  Blue Moon Camera and Machine (http://www.bluemooncamera.com/)

2.  Phantom Fireworks (http://www.fireworks.com)

3.  Flicker Alley (http://www.flickeralley.biz/)

4.    _______________________________________________

5.  _______________________________________________

6.  _______________________________________________

1. Is the site visually appealing?  Why, or why not?

2. Is the type of business clear as soon as you visit the homepage?  Why, or why not?

3. Are menu choices easy to read and understand? If not, what’s wrong?

4. Is it easy to move from page to page? If not, what’s wrong?
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5. Does the site contain current, relevant, useful information?

 6. How easily can you look at the products the business offers?  Is it clear what they do, how 
they look and how much they cost?

7. Does the site offer visitors alternative ways to contact the company (phone, fax, email, social 
media, physical address)?  What are its office hours?

8. Is there an FAQ section?  If so, do you think it meets customer needs?  

9. Do you think the site gives enough information about the company?  Explain.

10. If the business has a retail location or office, does the site provide good directions on how to 
get there?

11. Does the site have a “what’s new?” section, or any other clear way of providing updates on 
the business’s products?  If so, what do you think of the method the site uses?  
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Website research Worksheet—continued

l2. Can you order products from the site?  If so, how?  Can you order customized products? 
Does ordering seem easy, or is it complicated? What payment methods are accepted? What 
shipping methods are available?

13. What security features does the site have? How does it protect customer data? What are the 
return and refund policies? Would you feel safe ordering from this company?

14. What’s the best feature of this site?  What’s the worst feature?

15. Now that you’ve looked at all six sites, what features have you seen that you’d like to have on 
your site? Why will these features appeal to your customers?
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site Planning Worksheet

1. Will your site be strictly informational, or will it have e-commerce capabilities?

2. Should you hire a website design professional, design the site yourself or sell through an 
e-commerce host or portal? Why? What are the benefits and drawbacks of designing your 
own site? How much does each option cost? (When comparing costs, remember to research 
the amount that host sites, portal sites and payment-processing services will take of each sale.)

3. How does your choice help you reach your target customers?

4. How does your choice prepare you for growth?

5. How often will you need to update your website? Who will be in charge of updates?
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site design Worksheets
In this section, you will create a site structure that starts with your individual products, and then works 
upward to your home page. Here’s an example:

site organization Worksheet

First, list each of your products or page subjects. Then, identify the product or subject category. Last, 
create a descriptive page name.

Product or subject Category Page title
Wooden birdfeeders Birdfeeders Jane’s Handmade Birdfeeders

Employee bios About Us Our Team

Product 1

Product 9

Product 8

Product 7

Product 6

Product 5

Product 4

Product 3

Product 2

Category C

Category B

Category A

Home Page Links:

Category A
Category B
Category C
About Us

FAQ
Shopping Cart
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user action Worksheet

What do visitors need to be able to do on your site? Note that some actions may require multiple 
features. Use this list when consulting with a Web designer, or when comparing the features of site-
building tools and e-commerce hosts.

Visitor action Site feature required

Learn more about company FAQ page

Get shipping quote Shipping calculator
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social Media Worksheet

1. Which social media channels will you use to promote your business, and why?

2. What type of content will you create? What value or benefit will it offer your customers? 

3. How many people at your business will have access to social media accounts? What steps 
will you take to ensure unified voice and messaging?

4. Social media functions, capabilities and add-ons change frequently. Who will be in charge 
of monitoring and adapting to these changes?
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5. Use the following worksheet to identify the type, frequency and purpose of your social media 
messaging. If you intend to drive traffic to your website, specify the target keywords and the 
landing page (i.e., the page on your site that you will link to in your social media message).

Channel Type of 
content Frequency Creator Other 

promotion
Target

keywords
Landing 

page

Blog Article with 
photo 3 per week Joe E. Twitter, 

Facebook
Weasels,
Stoats

Rodentia.
com
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site Promotion Worksheet

1. What search engine optimization tactics will you use to increase the visibility of your site?

2. What offline promotional tactics will you use to drive traffic to your site?

3. Which local directories will you list your business in? 

4. What info, images and other features will you include in your local directory listings?

 5. Will you conduct a PPC campaign? If so, list the keywords you will target, the amount you 
will budget per click and per day, the geographic area for the campaign, and the length of the 
campaign.

Keywords Maximum 
CPC

Daily 
budget

Area 
targeted

Length of 
campaign

organic alpaca yarn .45 $15.00 Upstate NY 2 weeks
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Worksheets assignment for session 11 
Complete the following Session 10 worksheets. Make sure to research and document all 
costs!

•	 Internet Needs Worksheet
•	 Website Research Worksheet 
•	 Site Planning Worksheet
•	 Site Design Worksheets
•	 Site Promotion Worksheet
•	 Social Media Worksheet

Writing Your Business Plan
After you research Internet options and costs, you may need to change some of your 
financial projections and marketing strategies. Go through your business plan section by section, 
and update it—where necessary—to reflect what you’ve learned about e-commerce and the 
Internet. Again, remember to consider all startup and operational costs!
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sessIon 11: seLLIng success
Attitude Is Everything!

sales Prospecting Worksheet

Step 1 Identify your short-term prospects. These are customers you can target right away.

Step 2 Identify your long-term prospects. These are customers you would like to target at some point.

Step 3 Analyze each prospect’s profitability on a scale of 1 to 5, with 1 being high and 5 being low. 

Step 4 Prioritize your prospects on a scale of 1 to 5, with 1 being high and 5 being low. 

Step 5 Choose a contact method. This could mean calling a local retailer on the phone, posting a special 
offer on your company blog, or selling in person at a street fair or craft show.

Step 6 Set sales goals. Your sales goals should consist of a realistic number of sales within a specific 
timeframe. For example, you might plan to sell 500 jars of jam over the next six months.

Short-term prospects Profit Priority Contact 
method Sales goal

Long-term prospects Profit Priority Contact 
method Sales goal
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sales success Worksheet
Learning effective sales techniques can make the difference between just talking with customers and 
actually making a sale. Answer the following questions, and think about how these topics relate to your 
business image.

1. How will you make sure that you and your employees make a good first impression on 
customers, partners, lenders and others?

2. What sales training will you seek for yourself, and where will you get it? What sales training 
will you offer your employees?

3. What system will you use to organize your prospecting data? What data will you track? Will 
you use a computer database, or a manual system such as index cards? 
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4. In the space below, list the features of your product as you’ll describe them to customers. 
Organize these features in the order you will pitch them. Then, following the example in the 
first row, describe how each feature benefits your customers. Remember that in an effective 
sales presentation, you must describe the features and sell the benefits.

Features Benefits
Free installation of computer Time savings

Convenience
Customer knows it will be done right

1. 

2.

3.

4.

5.

6.

7.

8.

5. Write down three questions you can ask customers that will help you understand their 
individual needs and unique problems. Remember: Active listening is critical to sales success!
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sales success Worksheet—continued

6. List the main customer objections you expect to hear (e.g., “your price is too high!”). Explain 
how you’ll overcome each one. 

Objection Response

7. Prepare at least six sales closes you think will work well with your customers.
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8. Based on the features and benefits list you prepared in Step 1, and relevant answers to 
worksheet questions in other sessions, prepare a short sales pitch for your product. At 
a minimum, it should include a personal and business introduction, a description of your 
product and its features and benefits, and a close.
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customer service Worksheet
Congratulations, you made the sale! Now, how do you keep that customer coming back? The answer 
is great customer service. A strong customer orientation is essential to microbusiness success. One of 
the advantages microbusinesses have over large competitors is the ability to offer personal, face-to-face 
service, so it’s important to make the most of every opportunity to interact with customers. 

1. Describe your overall customer service philosophy. What principles will guide your 
customer service policies and decisions?

2. Describe your customer service policies and procedures, including returns, exchanges, 
special orders and so forth. Explain how these policies fit your positioning, branding and 
promotional strategies.

3. Who will be responsible for resolving customer problems at your business? 

4. Explain your customer retention strategies. What will you do to create and reward loyal 
customers? Consider frequent buyer cards, special offers, discounts and related rewards.
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5. How will you measure customer satisfaction (surveys, personal interviews, etc.)? How often 
will you measure it?  

6. How will you use technology to deliver customer service, measure customer satisfaction and 
reward customer loyalty?   

Technology Customer service uses Have Need
Telephone

Smartphone

Fax

Computer hardware/software

Cloud services

Email

Website

Social media

Electronic payment options

Other technology:

7. How will new and emerging technology affect your customer service strategies in the 
future? How will you keep up with new technology? 
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customer Loyalty Worksheet
It costs much less to keep an existing customer than it does to find a new one, so taking care of your 
existing customers is a big part of your customer service policy. Explain how you’ll use the following 
tools to help retain existing customers.

1. Phone contact/follow-up:

2. Surveys:

3. Internet:

4. Social media campaigns and messaging:

5. Coupons, special offers, frequent buyer cards and related promotions:

6. Customer database:
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Worksheets assignment for session 12 
Review your answers to all of the worksheet questions before trying to complete the 
Writing Your Business Plan assignment for this session.

Writing Your Business Plan
Review the answers to the worksheet questions before trying to write this section of 
your business plan.  Then, using the heading and subheadings below, write this final piece of your 
Marketing Plan.

 Section IV.  Marketing Plan
D.  Sales and Customer Service 

Sales Strategy
Review your answers to the Sales Prospecting Worksheet and the Sales Success Worksheet.  What will you 
do to make sure you keep getting better at selling? Will you seek sales training? Will you provide ongoing 
training for employees? 

Customer Service Strategy
Review your answers to the Customer Service Worksheet and the Customer Loyalty Worksheet.  Describe 
your customer service strategy, and explain how you, as the owner, will be the model for good customer 
service techniques.  List specific customer service policies and technology you plan to use.  

Next, discuss whether you’ll offer customer service training to your employees. Will you have weekly or 
monthly meetings to discuss customer service issues?  Will employees (including yourself ) attend customer 
service seminars? 

Finally, describe how your customer service strategy fits with your brand identity and other marketing 
strategies, and with the overall goals you’ve set for your business.
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Follow the Money!

cash flow Projection
Cash flow projection is a budgeting and goal-setting tool that predicts how much cash will come into 
your business from sales, investments and borrowing, and how much cash will flow out of your business 
to pay expenses, buy equipment and take care of other business costs. 

As such, it’s your most important financial-management tool. It will help you decide how much capital 
you need to cover your startup expenses, and how much capital you might need to borrow to cover your 
operating expenses during your first year. 

It will also tell you whether your microbusiness can support loan payments during its startup phase. 
This is important to bankers and other lenders, who want to see that your projected revenues can cover 
debt payments as well as projected expenses.

These worksheets will help you calculate your projected cash receipts and cash disbursements for Year 1, 
including startup costs. If you are seeking a loan, you will probably also need to project your cash flow 
for Years 2 and 3.

If projected cash receipts (cash in) are greater than cash disbursements (cash out), you’ll have a positive 
cash flow. If projected cash receipts are less than cash disbursements, you’ll have a negative cash flow. 
Negative cash flows are indicated by enclosing the number in parentheses, like this: ($1,000).

Preparing the cash flow Projection
There are many ways to fill out a cash flow projection, but try the following steps your first time 
through. You must follow these steps closely, so you may find it easier to take out the worksheet pages, 
and turn to these instructions as you go through the steps. Consider making enlarged copies of the 
worksheets.

Step 1 Beginning Cash Balance.
Fill in the amount of cash you have available to start your business under the Startup column on 
(A) Beginning Cash Balance.
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Preparing the cash flow Projection—continued

Step 2 Determine your startup costs.
Startup costs include equipment purchases, deposits, licenses, fees, raw materials and any other 
expenses you must cover before opening your microbusiness. 

Startup costs go in the Startup column under the proper categories. After recording your startup 
expenses, follow these steps:

a. You don’t have any cash in from operations yet, so put a zero (0) on the Total Operating 
Cash In (B) line under Startup.

b. Add all Variable Expenses (C1) you recorded under Startup (lines 6 through 11). Put the 
total on the Total Variable Expenses (C1) line.

c. Add all Operating Expenses (C2) you recorded under Startup (lines 12 through 30). Put 
the total on the Total Operating Expenses (C2) line.

d. Calculate Net Operating Cash (D). Start with Total Operating Cash In (B)–which is 
zero (0) in the Startup column—and subtract Total Variable Expenses (C1) and Total 
Operating Expenses (C2). This will be a negative number, because there’s no cash coming 
in yet, but there’s cash going out for startup expenses. Indicate that it is a negative number 
by enclosing it in parentheses ( ). 

e. There’s still no cash coming in, so you can put a zero (0) on the Total Other Cash In (E1) 
line under the Startup column.

f. Record any Capital Purchases (Assets) expenses you’re planning during startup on line 34 
under the Startup column. Then, put that total on the Total Other Cash Out (E2) line. 

g. Net Other Cash (E) is the difference between Total Other Cash In (E1)—which is zero—
and Total Other Cash Out (E2). Your result will be a negative number again, so show it in 
parentheses ( ) under Startup.

h. Add Net Operating Cash (D) and  Net Other Cash (E) to get Net Monthly Cash (F). In 
the Startup column, this represents the total cash that must go to startup expenses before 
you open your doors. Because you don’t have any revenue yet, this number is also negative.
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Step 3 Determine your Ending Cash Balance for the STARTUP column.
To determine your Ending Cash Balance (G), add Beginning Cash Balance (A) and Net Monthly 
Cash (F). Write the result on the (G) Ending Cash Balance line under Startup.

This last part of Step 3 is critical. The Ending Cash Balance (G) from the Startup column goes at 
the top of the January column as the Beginning Cash Balance (A) for the first month of business. 
That’s how this worksheet will continue to work: The ending cash balance in one column goes to 
the top of the next column, to start the next month as the beginning cash balance.

Now, you’re at a crucial decision point. Do you have enough beginning cash to cover your 
anticipated startup expenses? If not, where will you get it? If you borrow to cover your startup 
costs, will you be able to borrow again to cover your operating costs? Just working through this first 
Startup column should help you think about what it will take to get the doors open.

Depending on whether you decide to invest or borrow money to cover your startup costs, you will 
record the amount as Cash From Investment (line 31) or Loan Activities (line 32). Then, you must 
refigure Net Monthly Cash (F) and Ending Cash Balance (G) to include the cash coming in from 
investments or loans.

Note: The first time you run through your cash flow projection, don’t make any assumptions about 
borrowing. Instead, see how the whole cash flow projection works out, and then decide how much 
you’ll need to borrow.

Step 4 Operating Cash Out—Operating Expenses. 
To prepare your first cash flow statement, start with the easiest section. Most people find this to 
be the Operating Expenses (C1) portion of Operating Cash Out (C). It’s relatively easy to make 
assumptions about operating expenses, because they usually don’t change every month. (Remember, 
these are expenses you have to pay no matter how much you sell, such as rent, telephone and 
salaries.) Other costs—such as utilities and advertising—may vary from month to month, but can 
be estimated.

Complete this section by recording your operating expenses for all 12 months across the worksheet. 
You can change the expense category names to suit your business. Don’t total anything down the 
columns yet. We’ll tackle this a little later.

A word of caution: You’re trying to estimate when cash will actually go out of the business, so don’t 
write in the same amount each month for costs that vary from month to month. For example, if 
your phone bill will be higher in the summer, don’t just write in $100 per month because you think 
you’ll spend $1,200 for the year. Instead, write in the actual cash amount you expect to spend each 
month (e.g., $50 in January and $200 in June). 
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Preparing the cash flow Projection—continued

Step 5 Operating Cash In.
The next section is Cash In From Operations (B). Here, you need to project your sales. There are 
many ways to do this, but one of the best is to multiply the estimated number of units you’ll sell by 
your anticipated sales price. 

Service businesses can estimate the average number of jobs for the period. To get a sales figure, 
multiply that number by the average amount you think each job will earn. If you plan 20 jobs at an 
average price of $50 each, your monthly sales would be $1,000.

Startup retail stores often estimate sales based on research about similar stores. Use your network, 
and seek the advice of people who know about the type of business you’re planning. Then, estimate 
the amount of inventory you think you can sell per month at a given price. For a service business, 
estimate the hours, days or projects you expect to bill per month.

The worksheet has several lines for Operating Cash In. You can change the names on those lines 
to match your product lines. That’s a good way to keep track of the cash flowing in from each line, 
instead of lumping it all together. Again, estimate the sales all the way across the worksheet for the 
full 12 months. And don’t forget to think about the seasonality of your business.

Step 6 Variable Expenses (Cost Of Goods Sold).
Variable Expenses (C1) vary with sales, so it’s easiest to project them as a percentage of your 
projected sales. Note that COGS sometimes varies by season.

Retail businesses need to estimate when inventory will actually be purchased and paid for. 
Remember: The cash flow projection reflects when cash actually goes out of your business to cover 
expenses. You don’t record inventory cost as a percentage of the sale; instead, you record it when you 
pay for the inventory.

Estimate your variable expenses and record them across the worksheet for all 12 months. Again, 
keep your business’s seasonality in mind. If you’re buying inventory, think about when that 
inventory needs to be in the store, and when you’ll have to pay for it to make sure it reaches your 
store at the right time. Remember, you’re trying to project when cash will flow out of your business. 

Step 7 Other Cash Out.
Now, look at Other Cash Out (E2). In this section, you record purchases of equipment or 
machinery; the principal portion of any business loan payments; and other cash payments that are 
related to the “investing” activities of your business.

Step 8 Other Cash In.
This is where you show other cash you receive that relates to investment in your business, (e.g., loan 
proceeds; cash you loan or give to your business as contributed capital; and interest on investments).
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Before you figure your Other Cash In, try to get a feel for your cash balance; this will help you 
decide whether you need additional cash for that month. Starting with January, add down the 
column:

a. Total your sales to get Total Operating Cash In (B ).

b. Total your variable expenses to get Total Variable Expenses (C1).

c. Total your operating expenses to get Total Operating Expenses (C2).

d. Subtract Variable Expenses (C1) and Operating Expenses (C2) from Total Operating 
Cash In (B) (B - C1 - C2 = D). Write the answer on the (D) Net Operating Cash line. 
This will give you an idea of how your business will operate on a cash basis for that month. 
Will your cash sales—and any Accounts Receivable you collect—support your variable 
and operating expenses? Will you need cash to purchase assets or other items you listed in 
Other Cash Out?

You can do this preliminary step for each month by adding down the columns for that month. 
But don’t make any decisions yet! This step is just a way to see how each month’s cash activities are 
looking. Since you’ve estimated your fixed and variable expenses, this may also be a good time to 
revisit the concept of the break-even point. See the Break-Even Worksheet in Session 9, and—if 
necessary—reconsider your pricing.

Step 9 Adjust your numbers.
In this step, you can adjust your numbers based on how much cash you need to operate your 
business (and purchase equipment or other capital assets). For instance, suppose you believe that 
in your first month, you’ll still be building sales. When you subtract your variable and operating 
expenses from your total sales, the loss gets bigger. Next, you add up all the investments you’ll have 
to make to operate during those early months, and the loss grows still larger.

Don’t worry—many businesses lose money during the first months of operations! The question is, 
how much capital will your business need to cover early losses, and do your projected sales in later 
months indicate that this will be a viable business idea?

Step 10 Document your assumptions.
Write your cash flow assumptions down on the Notes to the Cash Flow Worksheet, which follows 
the Cash Flow Projection Worksheets. The lines match the number lines on the Cash Flow Projection 
Worksheet. Write down your reason for the amounts you posted to each category of expense or 
revenue on the corresponding lines. Your reader needs to be able to tell how you decided on the 
amounts you put into your worksheet, so be as clear as you can.
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Preparing the cash flow Projection—continued
Look at both the EXPENSES and CASH IN sections of your worksheet to see if you made any 
unrealistic assumptions. Have you projected too low? Too high? Checking your assumptions at this 
point—and adjusting them, if necessary—will make your projections for the next month that much 
more realistic.

Step 11 Ending Cash Balance.
Note: You must do this calculation one column (month) at a time.

Once you finish adjusting your numbers, add Beginning Cash Balance (A) to Net Monthly Cash 
(F). This will give you the Ending Cash Balance (G), which becomes your beginning cash balance 
for the next month. 

Step 12 Year Total.
Add across the worksheet to get the yearly total for each line except Beginning Cash Balance (A), 
and Ending Cash Balance (G).

a. Add lines 1 through 36, and record the total under the Yearly Total column.

b. Add down the Yearly Total column to get Total Operating Cash In (B), Total Variable 
Expenses (C1), Total Operating Expenses (C2), Total Other Cash In (E1) and Total 
Other Cash Out (E2).

c. Calculate Net Operating Cash (D) for the Yearly Total column by following the same 
formula as before: D = B - C1 - C2.

d. Calculate Net Other Cash (E) for the Yearly Total column by subtracting E2 from E1.

e. Calculate Net Monthly Cash (F) for the Yearly Total column by adding D to E.

f. Beginning Cash at the start of the year is the same as the Beginning Cash at the beginning 
of the Startup column. Copy the number from (A) Startup to (A) Yearly Total.

g. Finally, add (A) and (F) under the Yearly Total column to get your Ending Cash Balance 
(G) for the year. This should be the same as the Ending Cash Balance in December.



12-6 | CAsh FloW MANAGeMeNt
Follow the Money

W
o

r
k

sh
eet

sessIo
n

 12
CAsh FloW MANAGeMeNt | 12-7

Follow the Money

forecasting Your sales

Before filling out your Cash Flow Projection Worksheet, you need to think about your sales forecast. 

Sales Forecast Worksheet–Products 
If you’re selling products, forecast the number of units of each product, and when they will be sold 
during the year. “Price per unit” is your selling price. It could be a retail selling price if you’re selling 
directly to the customer, or a wholesale selling price if you are manufacturing and selling to wholesalers. 
Multiply the number of units by the price per unit to get the amount of sales for the month. Add the 
columns across to get a total for the year.

Month 1
Jan

2
Feb

3
Mar

4
Apr

5
May

6
Jun

7
Jul

8
Aug

9
Sep

10
Oct

11
Nov

12
Dec

Yearly
Total

Product 1:
Units Sold

Price Per Unit

Total Sales

Product 2:
Units Sold

Price Per Unit

Total Sales

Total 
Product Sales

Sales Forecast Worksheet–Services
If you’re selling a service, the forecasting is much the same as for a product. The difference is that your 
“unit” might be one hour, one day or one job. You need to determine the price you will charge per unit 
of your service. Multiply the number of units by the price per unit to get the amount of sales for the 
month. Add the columns across to get a total for the year.

Month 1
Jan

2
Feb

3
Mar

4
Apr

5
May

6
Jun

7
Jul

8
Aug

9
Sep

10
Oct

11
Nov

12
Dec

Yearly
Total

Service 1:
Units Sold

Price Per Unit

Total Sales

Service 2:
Units Sold

Price Per Unit

Total Sales

Total 
Product Sales

Now, you’re ready to begin the Cash Flow Projection Worksheet on the following pages. Use the 
instructions on the previous pages to start filling it out.
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cash flow Projection Worksheet—Months 1 to 6

Month Startup 1
Jan

2
Feb

3
Mar

4
Apr

5
May

6
June

(A) BEGINNING CASH BALANCE

(B) CASH IN FROM OPERATIONS

Operating Cash In

1. Product 1

2. Product 2

3. Product 3

4. Product 4

5. Product 5

Total Operating Cash In (B)

(C) OPERATING CASH OUT

(C1) Variable Expenses (Cost of Goods Sold)

6. Inventory purchases

7. Materials

8. Packaging and delivery

9. Other direct labor

10. Commissions

11. Other

Total Variable Expenses (C1)

(C2) Operating Expenses

12. Advertising and promotions

13. Bank service charge

14. Credit card fees

15. Delivery

16. Health insurance

17. Insurance

18. Interest

19. Miscellaneous

20. Office

21. Payroll

22. Payroll taxes

23. Professional fees

24. Rent or lease

25. Salary (owner)

26. Subscriptions and dues

27. Supplies

28. Taxes and licenses

29. Utilities and telephone

30. Other: 

Total Operating Expenses (C2)

(D) Net Operating Cash (B - C1 - C2)

(E) CASH FROM INVESTMENT or LOAN ACTIVITIES

(E1) Other Cash In

31. Investments in business

32. Loan proceeds

33. Other:

Total Other Cash In (E1)

(E2) Other Cash Out

34. Capital purchases (assets)

35. Loan principal payments

36. Other:

Total Other Cash Out (E2)

(E) Net Other Cash (E1 - E2)

(F) Net Monthly Cash (D + E)

(G) Ending Cash Balance ( A + F)
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cash flow Projection Worksheet—Months 7 to 12 and Yearly total

Months Startup 7
July

8
Aug

9
Sep

10
Oct

11
Nov

12
Dec

YEARLY
TOTAL

(A) BEGINNING CASH BALANCE

(B) CASH IN FROM OPERATIONS

Operating Cash In

1. Product 1

2. Product 2

3. Product 3

4. Product 4

5. Product 5

Total Operating Cash In (B)

(C) OPERATING CASH OUT

(C1) Variable Expenses (Cost of Goods Sold)

6. Inventory purchases

7. Materials

8. Packaging/delivery

9. Other direct labor

10. Commissions

11. Other

Total Variable Expenses (C1)

(C2) Operating Expenses

12. Advertising/promotion

13. Bank service charge

14. Credit card fees

15. Delivery

16. Health insurance

17. Insurance

18. Interest

19. Miscellaneous

20. Office

21. Payroll

22. Payroll taxes

23. Professional fees

24. Rent or lease

25. Salary (owner)

26. Subscriptions and dues

27. Supplies

28. Taxes and licenses

29. Utilities and telephone

30. Other: 

Total Operating Expenses (C2)

(D) Net Operating Cash (B - C1 - C2)

(E) CASH FROM INVESTMENT or LOAN ACTIVITIES

(E1) Other Cash In

31. Investments in business

32. Loan proceeds

33. Other:

Total Other Cash In (E1)

(E2) Other Cash Out

34. Capital purchases (assets)

35. Loan principal payments

36. Other:

Total Other Cash Out (E2)

(E) Net Other Cash (E1 - E2)

(F) Net Monthly Cash (D + E)

(G) Ending Cash Balance ( A + F)
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Monthly cash flow Projections—continued

notes to cash flow Projections Worksheet

Line Item  Notes

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.
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cash flow Projections—Years two and Three—summary Worksheet (see notes on next page)
(Note: Beginning Cash Balance is 
Ending Cash Balance from Year 1) ANNUAL SUMMARY

(A) BEGINNING CASH BALANCE

(B) CASH IN FROM OPERATIONS

Operating Cash In

1. Product 1

2. Product 2

3. Product 3

4. Product 4

5. Product 5

Total Operating Cash In (B)

(C) OPERATING CASH OUT

(C1) Variable Expenses (Cost of Goods Sold)

6. Inventory purchases

7. Materials

8. Packaging/delivery

9. Other direct labor

10. Commissions

11. Other

Total Variable Expenses (C1)

(C2) Operating Expenses

12. Advertising/promotion

13. Bank service charge

14. Credit card fees

15. Delivery

16. Health insurance

17. Insurance

18. Interest

19. Miscellaneous

20. Office

21. Payroll

22. Payroll taxes

23. Professional fees

24. Rent or lease

25. Salary (owner)

26. Subscriptions and dues

27. Supplies

28. Taxes and licenses

29. Utilities and telephone

30. Other: 

Total Operating Expenses (C2)

(D) Net Operating Cash (B - C1 - C2)

(E) CASH FROM INVESTMENT or LOAN ACTIVITIES

(E1) Other Cash In

31. Investments in business

32. Loan proceeds

33. Other:

Total Other Cash In (E1)

(E2) Other Cash Out

34. Capital purchases (assets)

35. Loan principal payments

36. Other:

Total Other Cash Out (E2)

(E) Net Other Cash (E1 - E2)

(F) Net Monthly Cash (D + E)

(G) Ending Cash Balance ( A + F)

(Note: Beginning Cash Balance is 
Ending Cash Balance from Year 2) ANNUAL SUMMARY

(A) BEGINNING CASH BALANCE

(B) CASH IN FROM OPERATIONS

Operating Cash In

1. Product 1

2. Product 2

3. Product 3

4. Product 4

5. Product 5

Total Operating Cash In (B)

(C) OPERATING CASH OUT

(C1) Variable Expenses (Cost of Goods Sold)

6. Inventory purchases

7. Materials

8. Packaging/delivery

9. Other direct labor

10. Commissions

11. Other

Total Variable Expenses (C1)

(C2) Operating Expenses

12. Advertising/promotion

13. Bank service charge

14. Credit card fees

15. Delivery

16. Health insurance

17. Insurance

18. Interest

19. Miscellaneous

20. Office

21. Payroll

22. Payroll taxes

23. Professional fees

24. Rent or lease

25. Salary (owner)

26. Subscriptions and dues

27. Supplies

28. Taxes and licenses

29. Utilities and telephone

30. Other:  

Total Operating Expenses (C2)

(D) Net Operating Cash (B - C1 - C2)

(E) CASH FROM INVESTMENT or LOAN ACTIVITIES

(E1) Other Cash In

31. Investments in business

32. Loan proceeds

33. Other:

Total Other Cash In (E1)

(E2) Other Cash Out

34. Capital purchases (assets)

35. Loan principal payments

36. Other:

Total Other Cash Out (E2)

(E) Net Other Cash (E1 - E2)

(F) Net Monthly Cash (D + E)

(G) Ending Cash Balance ( A + F)
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cash flow Projections—Years 2 and 3
If you’re using your plan to obtain money from traditional financing sources, you should include cash 
flow projections for Years 2 and 3. One year may not be enough time to judge your business’s financial 
performance. It often takes three years to give a true picture of a startup company’s viability. Three-year 
projections are also highly recommended as a management tool. 

Some lending institutions accept financial information for Years 2 and 3 in summarized annual form. 
Use the worksheet on the previous page to complete a cash flow projection for Years 2 and 3.

Step 1 Carry your ending cash balance from the Year 1 worksheet to the Beginning Cash Balance of 
Year 2. Then, repeat Steps 1 through 12 for Year 2. Use the same method for Year 3. Mark the 
years clearly on each worksheet. Don’t forget to adjust for anticipated price increases, inflation 
and so on.

Step 2 Include a separate sheet of explanatory notes with the projections for Years 1 and 2.

What If...?
Now that you’ve put together your first cash flow projection, you should have a pretty good idea of how 
much startup capital you need. Based on your forecasts of sales and expenses, will you need to borrow 
funds? If so, how much? Can you take any steps to minimize your borrowing requirements? 

A “What If ” analysis lets you see what happens to your cash position if you change certain assumptions 
you made while doing your projections. What if sales go up faster than you projected? What if your 
equipment costs more than you anticipated? What if you can’t sell as much as you thought?

1. Look at your cash flow projection. Identify several “What If ” scenarios you can test to see 
what effect they have on your cash flow. (Example: What if my sales go up by an extra 10 
percent during the first year, or my costs go down 15 percent in the second year?)

2. If your “What If ” analysis shows a threat, are there any steps you can take to avoid it? If it 
shows an opportunity, will you be able to take advantage of it?
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Worksheets assignment for session 13
Learning to work with a cash flow projection sheet takes time. In particular, it will take 
some research to decide which expenses to include in the Operating Expenses section. Remember 
to include all costs you identified in previous worksheets, and make sure to document your 
assumptions on the Notes to the Cash Flow Projection.

Writing Your Business Plan
Use the information from this session to write the sections of the business plan listed 
below. Start with the headings and subheadings just as they’re shown here. Then, follow the 
instructions under each subheading to write that section of your business plan.

 Section V. Financial Plan
A. Capital Requirements

Startup Costs
Review the Startup column on your Cash Flow Projection Worksheet. Summarize the total estimated 
expenses required to launch your business, including what those costs are and how you estimated them. 

B. Sales Forecasts 
Make a copy of the Sales Forecast you completed on page 12-7, and include it in this section.

C. Cash Flow Projections
Monthly Cash Flow Projection—Year 1

Make a copy of your completed Cash Flow Projection Worksheet for Year 1, and include it in this section. 
Be sure to include the Notes to the Cash Flow Projection. 

Note: If you’re using your plan to seek startup capital from traditional financing sources, you should 
include cash flow projections for three years. Following the instructions in the worksheets, repeat 
the projection process for Years 2 and 3, and include those cash flow projections here. Explain the 
differences in projections for Years 1, 2 and 3, including any notes and assumptions unique to Years 
2 and 3. 
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sessIon 13: keePIng Books and records
Make It Count!

As the owner of your business, you need accurate financial information to make good decisions and 
measure their outcomes. A well-organized bookkeeping and recordkeeping system will ensure that this 
information is clear, complete and available whenever you need it.

recordkeeping checklist Worksheet
Use the worksheet on the following page to start thinking about this very important part of your 
business. Follow these four steps to fill out the chart.

Step 1 Identify business activities that require recordkeeping.
Several standard categories are listed on the following page, including accounts receivable, cash, 
accounts payable and payroll. You may wish to add other activities.

Step 2 List the recordkeeping tasks for each activity.
Be as specific as you can. Some standard tasks are shown under the Financial Activities and Other 
Tasks column to get you started.

Step 3 Determine how often each task must be done.
Should it be performed daily, weekly, monthly or quarterly? Place a checkmark in the appropriate 
box. You can also note a specific date or time requirement in the box, such as “April 15.”

Step 4 Decide who should perform the task.
Decide who has the right skills for the task, and write that person’s name in the appropriate 
space. Keep in mind that many microbusinesses outsource this work to a professional bookkeeper, 
accountant or payroll company.
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recordkeeping checklist Worksheet–continued
Review this checklist often to make sure it includes all your recordkeeping tasks, and also to confirm 
that the person assigned to each task is keeping up with it.

Some financial chores have deadlines you do not want to miss. For example, depositing payroll taxes 
late can cost your business a huge amount in penalties. Skipping a payroll tax deposit entirely can put 
you out of business. Even if you assign recordkeeping tasks to someone else, you’re still responsible for 
making sure these tasks get done correctly and on time.

Financial Activities and Other 
Recordkeeping Tasks

Frequency Person 
ResponsibleDaily Weekly Monthly Quarterly

Accounts Receivable

Send invoices or statements

Post charges and payments

Prepare an aging schedule

Collect past-due accounts

Other:
Cash

Deposit sales receipts

Reconcile bank account(s)

Balance petty cash

Other:

Other:
Accounts Payable

Maintain ”Invoice Due” file

Pay invoices

Review missed cash discounts

Follow up on invoice problems

Other:
Payroll

Prepare paychecks

Deposit federal payroll taxes

Prepare state payroll reports

Prepare federal payroll reports

Other:
Other
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Now that you know about some of the bookkeeping and recordkeeping tasks you need to perform, try 
to answer the following questions.

1. Who will be primarily responsible for the bookkeeping and recordkeeping activities at your 
business? Why did you choose this person?

2. Will you use outside professional services to help with bookkeeping? If so, who will you use, 
and what will they do? What is their fee? How often will they work with you?

3. Will your books and records be kept on the cash basis or the accrual basis? Why did you 
choose that accounting method?

4. Will you start out with a manual bookkeeping system or a computerized system? Describe 
which system you’ll use, and why.

5. What information will be most helpful to you in managing the financial affairs of your 
business? How often will you review this information?
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Business forms Worksheet
Business forms are an important part of your bookkeeping and recordkeeping functions. Use the 
following worksheet to think about which forms you need, whether you will make them or buy them, 
and how much they’ll cost.

Form Purpose Make 
or Buy? Cost Supplier

Sales order

Purchase order

Price list

Packing list

Shipping record

Invoice

Statement

Time sheet

Payroll sheet

Accounting ledgers

Out-of-stock memo

Phone message

Mileage/travel log

Accident report

Payroll tax and 
reporting forms
Business entity tax 
forms

Petty cash receipt/
payment book

Other:
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Internal controls Worksheet
Internal controls are policies and procedures that safeguard your business assets. Types of internal 
controls include:

•	 Authorization. Make sure the appropriate person authorizes purchases and sales. You must 
clearly state to vendors, banks and other business partners what authority you have given to 
which employees.

•	 Physical controls. Blank checks and other documents should be pre-numbered and locked 
away when not in use. Cash should be kept under lock and key and deposited daily.

•	 Tickler systems help you keep track of current bills and orders. This could be a red folder for 
current orders, or a computer program that produces a daily report of due bills.

•	 Monitoring and review. You should regularly assess whether your policies are effective. Are 
they being used correctly? If so, do they accomplish everything they’re supposed to?

Follow these steps to complete the worksheet on the next page.

Step 1 Identify business activities that require internal controls.

Step 2 Identify responsibility for maintaining internal controls.

Step 3 Briefly describe the controls in place, taking care to specify who, what, where, when, why, how 
and how much.
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Internal controls Worksheet

Activity Person 
responsible Controls in place Controls needed Cost

Banking

Accounting

Purchasing/Inventory

Sales

Payroll

Recordkeeping

Other
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Worksheets assignment for session 14 
Complete and review all the worksheets in this session before writing the corresponding 
section of your business plan. If you need to research any costs on the Business Forms Worksheet, 
be sure to do so before the next session. Review the other worksheets that you worked on during 
Session 13. Write down any questions you have so that you can research them or ask for help.

If you didn’t finish your Cash Flow Projection Worksheet from Session 12, this would be a great time 
to catch up on it!

Writing Your Business Plan
Use the information from this session to write the sections of the business plan listed 
below. Start with the headings and subheadings just as they’re shown here. Then, follow the 
instructions under each subheading to write that section of your business plan.

 Section III. Business Organization and Operations
C. Managing Books and Records

Review the Recordkeeping Checklist Worksheet and your answers to Questions 1 through 5. Describe how 
you will manage your bookkeeping and recordkeeping activities. State who is responsible for key activities, 
and how you as the owner/manager will oversee these activities. (You may want to include a copy of your 
Recordkeeping Checklist Worksheet in this section.) Also, review the Internal Controls Worksheet and 
explain any internal controls you will use to protect your business’s finances and records.

Note: This written section is part of Section III. Business Organization and Operations because it 
deals with a management activity of the business.
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sessIon 14: fInancIaL tIPs and tooLs
Bank On It!

sources and uses of financing Worksheet
There are two primary types of financing. Debt financing means you borrow money, and then pay it 
back with interest. Equity financing means you trade partial ownership in your business for money. 
Funding sources might include your own savings, a family member, friends, financial institutions, 
private microlenders, suppliers or leasing companies.

At this point, you should know how much financing you need to cover your startup and operating costs 
until your microbusiness becomes profitable. First, check your sales forecast for accuracy.  Then, look at 
your cash flow projections. If you don’t have enough cash to cover startup expenses, you have decisions 
to make. If the business doesn’t generate sufficient cash to cover the projected cash requirements, you 
have more decisions to make. For example, do you have personal savings to invest in your business? If 
so, is this an investment that you and your family are willing to make? Will you need to seek outside 
funding instead of—or in addition to—your personal savings? 

Step 1 How much money do you need to borrow—or to invest yourself—to cover startup expenses and 
operate for your first year? How much financing will you need, and for how long? Will you seek 
debt or equity financing? List potential sources for each.

Debt Financing 

Amount sought  $ _________________

How long do you need this financing?  _________________

How much debt can you afford per month?  _________________

Potential sources

Terms

Availability

Advantages

Disadvantages

Documents needed
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sources and uses of financing Worksheet—continued
Equity Financing 

Amount sought:  $ _________________

How long do you need this financing?  _________________

How much control of your business are you willing to give up?   _________________

Potential sources

Terms

Availability

Advantages

Disadvantages

Documents needed

Step 2 List your chosen sources of startup capital in the Sources of Financing column of the Sources 
and Uses Statement Worksheet on the following page. 

List the amount each source will contribute to your venture, and then total all funds in the Amount 
column.

Step 3 Show how you will use this capital.

Break the uses of your startup capital down by category, based on the Startup column of the (C) 
Operating Cash Out section of your Cash Flow Projection Worksheet. List the amount needed for 
each use, and then total all expenditures in the Amount column.
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sources and uses statement Worksheet

Sources of Financing Amount

TOTAL SOURCES OF FINANCING 

Uses of Financing Amount

TOTAL USES OF FINANCING
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credit and collections Worksheet

1. List all the types of payment you will accept (cash, checks, credit or debit card in store, credit 
or debit card online, credit or debit card via smartphone, credit accounts)?

2. What are your policies for accepting checks? Will you use a check verification service? If so, 
how much will this service cost each month?

3. If you will accept credit or debit cards, what are the setup costs? What transaction fees 
apply? Consider in-store terminals, online payment processing and mobile device 
processing.

4. If you allow customers to open credit accounts, when are payments due? Will you offer a 
discount for on-time payment? What penalty will apply to late payments?

5. Describe how you will collect late payments.
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Writing Your Business Plan
Use the information from this session to write the sections of the business plan listed 
below. Start with the headings and subheadings just as they’re shown here. Then, follow the 
instructions under each subheading to write that section of your business plan.

 Section V. Financial Plan
 A. Capital Requirements

Loans, Grants and Self-Financing
Review Step 1 on the Sources and Uses of Financing Worksheet. Write a paragraph explaining how you 
intend to finance your business. Explain how much money you’ll need to borrow—or to invest—to cover 
startup expenses, fixed asset purchases and operating costs. Explain how much of the total funds will come 
from owner investment, and how much from borrowed funds. Also, explain how long you’ll need any 
borrowed funds, and how you intend to pay it back. This section should bring into focus all the financial 
information you’ve gathered up to this point. 

D. Financial Statements
Sources and Uses Statement

Make a copy of the Sources and Uses Statement Worksheet and include it here.

Personal Financial Statement
Review the Personal Financial Statement that you prepared in Session 1, and update it if necessary.

Note: These instructions continue on the next page.
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executive summary Worksheet
After you finish the other sections of your plan, take the best two or three thoughts from each section 
to create a summary. The key to creating a good summary is to write it with your audience in mind. If 
your plan is going to a banker, for instance, your summary should address a banker’s concerns. 

The summary should be no longer than one page, and the information should be in the same order as 
the sections of your plan. The summary should read like a condensed version of a book. In other words, 
the ideas must flow together. They can’t be a jumble of loosely connected thoughts. Pick your key 
points carefully, and remember your purpose: to make the reader want to continue reading.

Step 1 Look back at your business description, product description, mission statement and 
business goals and objectives. Get a clear picture of how you want to present your business to 
your reader. Can you summarize your goals and objectives in a way that will make the reader 
want to learn more about you and your business? 

Step 2 Review the Business Concept and Business Organization and Operations sections from 
Sessions 2 through 6. Include the names and relevant background of the owner(s), as well as 
important team members. State why you (and your management team) are qualified to move 
forward with your business idea, and explain how crucial your management capabilities are to 
the project. Note any intellectual property, existing contracts or market research findings that 
support your business concept.

Step 3 Summarize the Marketing Plan section in such a way that the reader has no doubt you 
have done your homework. Introduce your target market, and explain your positioning and 
competitive advantage in that market. Make sure readers understand what’s different or better 
about your business, and show them that you know how to sell benefits to your target customers. 
Demonstrate that you really understand your customers’ needs. 

Step 4 Summarize your financial requirements for startup, as well as estimated sales and profits. If 
you’re using your plan to get a loan, you should also explain how much capital you need, how 
you will use it to achieve your goals and what type of collateral you offer. Review Section V for 
this information.
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Writing Your Business Plan

Section I. Executive Summary
Write a one-page summary of the various sections of your NxLeveL® Micro-Entrepreneur Business Plan. 
Remember: Your goal is to make the reader want to read more!

Note: We’re asking you to begin developing the Executive Summary now, because it often takes 
several rewrites to get it right. Also, you may need to make corrections before writing your final 
draft of the business plan.

You’re almost done!
You’re now ready to pull together the last few pieces that will make your plan complete.

The Attachments section of your plan can be very helpful for your readers. It contains supporting 
documents that will give the reader as complete a picture of your business as possible. 

The front pieces of your NxLeveL® Micro-Entrepreneur Business Plan introduce and organize the plan 
for easy reading. The Cover Page identifies your business name, the owners, and the month and year 
in which the plan was written. The Table of Contents lists all materials by page number. The Executive 
Summary gets the reader interested in reading more. 

Follow the instructions on the following pages to create these last pieces, and then look at the 
NxLeveL® Micro-Entrepreneur Business Plan Outline to see where they fit in the completed plan.
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cover Page
The Cover Page should include the following information:

•	 Name of the business. If your corporation or LLC carries one name, but you actually do busi-
ness under another name, show both (see example below). 

•	 Business address.
•	 Business contact info (including phone number, email and website address).
•	 Logo (if you have one).
•	 Month and year the business plan was completed.

Here’s an example:

Ubik, LLC dba

The Golden Tripod
1311 N. Avenue Road Highway, #511

Townsville, AM 40171

Tel: (102) 077-0211
Email: info@suet-trees.com

www.suet-trees.com

October 2014
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table of contents
Organize the Table of Contents to show the major section headings, along with the page number that 
starts each section. It’s even better if you show detailed subheadings under the sections, so that readers 
can easily find the information they need. For example: 

Table of Contents—SAMPLE

Section   Page

Section  I. Executive Summary ...................................................... 1

Section  II. Business Concept ........................................................... 3
  A. General Description of the Business ..............................3
  B. Business Goals and Objectives ......................................4
  C. Industry Information ....................................................4

Industry Background
Current and Future Trends
Business Fit in the Industry

executive summary
Now, take one more look at your Executive Summary. It may be tempting to make this section longer 
than one page, but don’t. If you can’t get your reader interested in one page, you probably can’t do it in 
two. Be clear, concise and compelling!

Writing Your Business Plan

Cover Page / Table of Contents
Follow the instructions on pages 14-8 and 14-9 to develop your Cover Page and Table of Contents.

Section I. Executive Summary
Review, edit and finalize your Exe cutive Summary.
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action Plan Worksheets
Review the Action Plan Worksheets you filled out while working through these sessions. Update any 
activities you’ve completed, and note any tasks you still need to finish. For your business plan, consider 
compiling these sheets into a formal Action Plan that shows only the activities that still need work. 
Consider including a copy of your Action Plan in the Attachments section.

attachments Worksheet
This section of your business plan should include any information or documents that further support or 
explain the case you made in the body of the plan.

Step 1 Identify your intended audience.

Different audiences will require you to prepare slightly different attachments. For instance, the 
attachments you send to a banker for a loan would be more detailed than the attachments you would 
send to a supplier to establish trade credit.

Step 2 Identify desired supporting documents.

Using the worksheet on the following page, identify documents you’ll use as supporting evidence for 
your business plan. Consider which supporting materials you need, based on your audience.

Step 3 Collect supporting documents.

Step 4 Prepare a cover page for the Attachments section, and list the documents you’ve included in 
their order of appearance.
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attachments Worksheet

Supporting Documents for Attachments Section Required? Completed

Current personal credit report

Personal tax returns

Résumés for each owner

Résumés for key managers

Résumés for key employees

Organizational chart

Job descriptions

Letters of reference

Property layout (showing outbuildings, floor plans, etc.)

Map of location

Building permits

Appraisals

Photos of business site and equipment

Photos of products

Photos of promotional tools and signage

Copies of leases and contracts

Loan documents

Credit reports of major customers

Intellectual property protections and licenses

Certifications

Other legal documents

Market studies, including surveys and customer data 

Magazine articles, book references or research papers

List of mentors, advisors and consultants (including 
your attorney and accountant)

Other:
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sessIon 15: BrIngIng It aLL together
Ready, Set, Go!

dealmaking and contract Management Worksheet
Identifying common goals and interests, and creating mutually beneficial solutions, is what business is 
all about.  Negotiation is the cornerstone of the dealmaking process.

1. With whom will you be negotiating, and for what reason?

2. For each negotiation listed above, what are your primary interests? What would a win-win 
solution look like?

3. What tools will you use to manage contracts (calendars, time management software, etc.)?

4. How will you stay in touch with your contract partners (phone, email, newsletter, personal 
meetings, social media such as Twitter or Facebook, etc.)?
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overcoming Barriers and Pitfalls
If you intend to move forward with your business, there will be barriers and pitfalls along the way.  
Thinking about these problems before you move forward will help you overcome them.

1. What are the biggest barriers and pitfalls you expect to face in your first year of business? 
What about your second and third years?  

2. What will you do to overcome or manage these problems?
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getting started: Implementation checklist
If you’ve decided to move forward with your business concept, the following checklist will serve as a 
reminder of some of the details that need your attention. 

o Research zoning laws for business location. 
o Research other local or state laws that may apply to your business.
o Check state and local business license requirements. Secure necessary licenses and permits.
o Research local, state and federal tax information.
o	 Finalize business name, logo and ownership structure.
o	 Choose and register domain name for website (if applicable).
o	 File “doing business as” (DBA) registration.
o Obtain federal tax ID number.
o Establish business bank account.
o Establish an accounting and recordkeeping system.
o Protect your intellectual property (e.g., patents, trademarks, trade secrets).
o Identify intellectual property you need to buy or license (e.g., photos, art, website content).
o Identify capital required, and potential sources of financing.
o Seek necessary debt or equity financing. 
o Secure facilities.
o Buy or lease equipment.
o Purchase adequate supplies and inventory.
o Obtain insurance for facilities, equipment or other needs.
o If hiring employees, check on federal and state requirements.
o Publicize and promote new business. 
o Other: 
o Other: 
o Other: 
o Other: 




