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[bookmark: _Toc162014828]Introduction
The process of launching a new business can be daunting. However, monetizing your hobby so that it is a profitable business makes it worthwhile. If you have a passion to drive you and a vision to guide you, you can be a successful entrepreneur. 

A startup plan contains detailed information about your business. It is important because it provides guidance and increases the chances of success. Follow this framework to get thoughts out of your head and into the following usable content and actionable plans that you will be able to use as you build your business. 
	· Purpose Statement
· Mission Statement
· Vision Statement
· Value Proposition
	· Marketing Plan
· Operations Plan
· Financial Plan
· Implementation Plan



· 
[bookmark: _Toc49599216][bookmark: _Toc49601037][bookmark: _Toc49601197][bookmark: _Toc336942263][bookmark: _Toc162014829]Compose Your Business Statements
Business statements are pillars in a purpose-driven framework that will provide context for your roadmap that will help you achieve your objectives. Each statement should contain between 6 and 20 words. To ensure that your statements are sincere and authentic, choose each word carefully. Each statement should be equally applicable and motivational to you, your team, stakeholder, and customers. 

	Statement
	Description
	Practical Application

	Values ground you
	What you value most
	Speaks to stakeholders and the internal team and relates to the target customer

	Purpose guides you
	What you do
	Supports your operations plans through strategies, goals, and objectives. It should be inspirational and motivational yet practical and actionable.

	Vision inspires you
	Why you what you do
	Speaks to stakeholders and the internal team

	Mission drives you
	How you will serve your purpose
	



[bookmark: _Toc49599217][bookmark: _Toc162014830]Identify Your Core Values 
The purpose of identifying your core values is to ensure that decision-making and problem solving is based on non-negotiable standards. Your core values should be reflected in all you do. List your core values in the table below then identify what resonates with you. Below is a table with inspiring words but if you need others, Google “small business core values” to get results that may resonate with you more than the words below.



First select 15 values from the list below by placing an x in the first column:
 
	1
	2
	3
	Values
	1
	2
	3
	Values
	1
	2
	3
	Values

	
	
	
	Abundance 
	
	
	
	Excellence 
	
	
	
	Loyalty

	
	
	
	Acceptance 
	
	
	
	Fairness
	
	
	
	Passion 

	
	
	
	Accessibility 
	
	
	
	Faith
	
	
	
	Peace

	
	
	
	Achievement 
	
	
	
	Family
	
	
	
	Power 

	
	
	
	Adventure 
	
	
	
	Fame
	
	
	
	Prosperity 

	
	
	
	Ambition 
	
	
	
	Freedom
	
	
	
	Recognition 

	
	
	
	Authenticity 
	
	
	
	Friendship
	
	
	
	Relationships 

	
	
	
	Challenge 
	
	
	
	Fulfillment
	
	
	
	Reliability 

	
	
	
	Charity 
	
	
	
	Fun
	
	
	
	Resilience 

	
	
	
	Collaboration
	
	
	
	Gratitude 
	
	
	
	Respect 

	
	
	
	Competitiveness 
	
	
	
	Happiness 
	
	
	
	Security 

	
	
	
	Community
	
	
	
	Harmony
	
	
	
	Service 

	
	
	
	Connection 
	
	
	
	Honesty 
	
	
	
	Simplicity 

	
	
	
	Contribution 
	
	
	
	Honor 
	
	
	
	Spirituality 

	
	
	
	Courage 
	
	
	
	Humility 
	
	
	
	Stewardship 

	
	
	
	Creativity 
	
	
	
	Humor
	
	
	
	Strength 

	
	
	
	Dignity
	
	
	
	Independence 
	
	
	
	Success 

	
	
	
	Discovery
	
	
	
	Impact
	
	
	
	Tradition

	
	
	
	Education
	
	
	
	Innovation 
	
	
	
	Trust 

	
	
	
	Efficiency 
	
	
	
	Integrity 
	
	
	
	Wealth 

	
	
	
	Enjoyment 
	
	
	
	Leadership 
	
	
	
	Wholeness



[bookmark: _Hlk67220554]Narrow the list down to 10 (place an x in the 2nd column), then to 7 (place an x in the 3rd column). Finally, enter 5-7 values below then enter why you chose each one and how you intend to live each of them out through your business.

	Value
	How is this showing up in my life?
	How will this show up in my business?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



[bookmark: _Toc336942261][bookmark: _Toc49599218][bookmark: _Toc336942264][bookmark: _Toc162014831]Compose Your Purpose Statement
A purpose statement should describe why you do what you do and for what reason. Use the table below to collect words that are support this objective and are meaningful to you and appealing to your target market.

	[bookmark: _Hlk49695031]Verbs
	Intentions
	Outcome

	
	
	

	
	
	

	
	
	



Enter your purpose statement:
	


Example: Etsy, “To reimagine commerce in ways that build a more fulfilling and lasting world.”

[bookmark: _Toc162014832]Compose Your Mission Statement
A mission statement should be a formal but short written statement of the purpose of your company and should answer the following questions to create the image would you like your business to portray to your customers:

Who we are: 
	



What we do: 
	



Who we serve: 
	



Your mission statement should reflect your short-term goals and long-term aspirations. Enter it here:
	



[bookmark: _Toc336942262][bookmark: _Toc49599219][bookmark: _Toc162014833]Compose Your Vision Statement
The purpose of a vision statement is to document your long-term view for your company. It is typically for internal use and serves as a mental picture of the ideal future. The vision statement should answer the following questions: 

What do I want my business to look like in 10 years?
	



How do I plan to get it there?
	



How do I plan to stay there?
	



The vision for the next 3-5 year's is:
	



[bookmark: _Toc49599221][bookmark: _Toc162014834]Compose Your Value Proposition 
The purpose of the value proposition is to describe the unique value a business offers to its customers.[footnoteRef:1] It should answer the question “Why do my customers want to do business with me?” [1:  Dig deeper: About.com – Value Proposition] 

[bookmark: _Hlk144923428]
	Our
	

	
	[delivery system]

	helps
	

	
	[target customer]

	to
	

	
	[solution to their problem]

	by
	

	
	[products and services]

	instead of
	

	
	[problem]



Example with modifications:
	My
	mah jongg lessons

	
	[delivery system]

	help
	fancy-free people who are looking for a fun social hobby

	
	[target customer]

	to
	fill leisure time

	
	[solution to their problem]

	by
	learning how to play a challenging tile-melding game with friends

	
	[products and services]

	instead of 
	learning on their lonesome.

	
	[problem]



My mah jongg lessons help fancy-free people who are looking for a fun social hobby 
to fill leisure time by learning how to play a challenging tile-melding game with friends
instead of learning on their lonesome.

[bookmark: _Hlk162014495][bookmark: _Toc162014835][bookmark: _Toc49599226]Define Your Business Model
A business model is a company's plan for making a profit. It is important because it identifies the products or services the business plans to sell, and its identified target market.

[bookmark: _Toc162014836]Identify Your Core Capabilities
What unique abilities can my company develop that cannot be easily imitated?
	



[bookmark: _Toc49599227][bookmark: _Toc162014837]Define Your Revenue Model
A revenue model is how a business makes money. It is important because it gives an overview of the company’s current and future potential to earn profits.

[bookmark: _Toc162014838]Identify Your Revenue Streams
A revenue stream is a source of income generated from the sale of products or services. Select revenue streams below:
	Active Income
Income received from performing a service. 
	
	Passive Income
Income received after work is done. 

	
	Lessons can be given to individuals new to the game or players who already know how to play and want to build their skills. 

	
	
	A podcast is a digital audio file made available online. Users can listen live online or download for offline listening. Podcasts are episodic with typically standalone content so listeners can pick and choose content based on their interests and consume content in any order.


	
	Supervised play is a service designed to serve new players who can benefit from having an instructor assist as needed.

	
	
	

	
	Host events like social games through Meetup or tournaments can be a lucrative revenue stream. This requires the event host to provide the space and activities that attract players who must pay a fee to participate.

	
	
	Affiliate marketing involves two partners: the merchant and the affiliate. The merchant is the business who sells the product or service. The merchant provides an affiliate link that is posted on the affiliate website or other platform. The affiliate promotes the merchant's product or service to their followers. When a follower purchases a product or service through the affiliate link, the affiliate receives a small commission on the sale. 


	
	Public speaking is an untapped revenue stream for mah jongg instructors. It is a great way to build brand awareness, reach a bigger audience, and increase your revenue potential.

	
	
	

	
	Other:

	
	
	A blog is a website with informal diary-style content. Posts are typically displayed in reverse chronological order, so that the most recent post appears first, at the top of the web page. To earn passive income, the blogger must have a loyal following and they promote either their own products or services or products or services of affiliate companies.


	
	
	
	
	An electronic book, or ebook, is a publication made available for purchase in digital form. They are typically 20,000 words or 80-100 pages and they are priced anywhere from $0.99 to $2.99. eBooks can be sold on the creator's website or other platform to reach a larger audience.


	
	
	
	
	The YouTube Partner Program enables revenue sharing from ads being served on published content. Creators must meet minimum eligibility requirements to join including 4,000 watch hours in the last 12 months and more than 1,000 subscribers.


	
	
	
	
	An online course is a way to learn from the comfort of their own home.  Students are able to learn through education videos, audio files, and downloadable files. The most important thing for an online course is for it to be engaging and to deliver a clear outcome.


	
	
	
	
	Other:
	

	
	
	
	
	
	

	
	
	
	
	Other:
	

	
	
	
	
	
	

	
	
	
	
	Other:
	



[bookmark: _Toc49599228][bookmark: _Toc49599224][bookmark: _Toc336942266][bookmark: _Toc49599231][bookmark: _Toc162014839]Establish Your Service Offering and Cost Structure
Using the tuition calculator in the digital library, enter information about your service offering and tuition here:

	
	
	
	
	Tuition
	

	Sessions
	#
	
	Class Size
	Beginner Lessons
	Intermediate Lessons
	Advanced Lessons
	Notes

	Sessions
	
	
	One-on-One
	
	
	
	

	
	
	
	Small Group
	
	
	
	

	Hours per Session
	
	
	Medium Group
	
	
	
	

	
	
	
	Large Group
	
	
	
	



[bookmark: _Toc336942269][bookmark: _Toc49599246][bookmark: _Toc49601042][bookmark: _Toc49601202][bookmark: _Toc336942267][bookmark: _Toc49599242][bookmark: _Toc49601040][bookmark: _Toc49601200][bookmark: _Toc162014436][bookmark: _Toc162014840]Create Your Marketing Plan
[bookmark: _Toc162014841]Build Your Brand

[bookmark: _Toc49599232][bookmark: _Toc162014429][bookmark: _Toc162014842]Brainstorm Business Names
Review the following sections of this framework and list any words that can represent your business mission and vision:

	Core Values
	Value Proposition
	Core Capabilities
	Competitive Advantage
	Industry Terms

	
	
	
	
	


 
List company first name and last name ideas here: 
	First Name
	Last Name

	
	

	
	

	
	



Present your business name ideas to select friends and family. Be open-minded. Using their input, repeat this process as needed until you are confident that your business name represents your mission and vision. 

Be sure to search for your business name to see if it is already being used.

Check WhoIs
Check for domain names  

[bookmark: _Hlk49696027]We cannot give legal advice. However, you may find the following resources helpful. 

Sole proprietorship 
· Do I need to register my small business?

SBA Community - Small Business Matters
· Choosing your business name
· Registering your Business Name

Nolo 
· Self-Employed Consultants & Contractors
· Local Start-up Requirements for Small Businesses
· State Start-up Requirements for Small Businesses 
· Learn About Business Ownership Structures
· Business Structures

IRS
· Registering your business with the IRS

What business structure fits your idea (i.e., sole proprietor, partnership; LLC, S Corp)?
	



[bookmark: _Toc162014430][bookmark: _Toc162014843]Create Your Tagline 
Having a tagline or slogan is not a necessity, but it can help build your brand. It should be one or two syllables and no more than 8 words. Consider your mission, your vision, and your brand as you create a single thought that sticks. If you need help with inspiration, Google “how to write a great tagline” for websites that can help with inspiration. Make combinations of the words above then list them here in order of preference:

	Potential Business Name
	Tag Line
	Logo Idea
	Pros
	Cons

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Write your favorite taglines here:
	



[bookmark: _Toc49599233][bookmark: _Toc162014431][bookmark: _Toc162014844]Design Your Logo 
Your logo should be simple, memorable, timeless, versatile, and appropriate. It should represent you and your business.[footnoteRef:2]  [2:  How To Design A Logo, 10 Common Mistakes in Logo Design] 


Browse the internet for images that relate to the ideas in this section. Take your ideas to a graphic designer to convey your vision then place your logo here:
	



[bookmark: _Toc49599235][bookmark: _Hlk144924126][bookmark: _Toc162014432][bookmark: _Toc162014845]Choose Your Color Colors and Type Faces
[bookmark: _Hlk49693337]Colors carry power, they evoke emotion and stimulate thought. Choose colors that support your company’s personality.[footnoteRef:3] Use links to tools provided below to select colors that support your brand. Color codes may be needed for website development and marketing materials so document them as you make selections. Use the “Brand Profile” template so that you can use it separately for marketing purposes. [3:  How to choose your colors] 


[bookmark: _Toc49599239][bookmark: _Toc162014433][bookmark: _Toc162014846]Create Your Bios
The purpose of a bio is to showcase what you know and what you do. Your bio will make a great “About Me” page on your website or blog and it is a great addition to your business profile. Your bio should include:

· A professional photo of you.
· Short overview of who you are.
· Short description of what you do.
· Longer description of services you provide.
· Contact information.

[bookmark: _Toc49599240]Long Bio (between 150 and 300 words for website, blog, portfolio)
	



[bookmark: _Toc49599241]Short Bio (approximately 150 words for programs, introductions) 
	



[bookmark: _Toc162014434][bookmark: _Toc162014847]Create Your Social Media Profile 
A good social media profile will ensure that your target market and peers find you online. This profile should be concise and should mirror your company mission and vision. Enter your Social Media profile here:
	



[bookmark: _Toc162014435][bookmark: _Toc162014848]Create Your Elevator Speech 
An elevator speech is a powerful 30-second description of your business. If your delivery is successful, your audience will want to hear more. The best indication is if they ask for a business card so, be sure to have them on hand. Your elevator speech can also be used when networking.

Review the sections of this framework to answer the following 4 W’s:

What does your company do?
	



Why is your company different?
	



Whom does your company do it for?
	



What is in it for them?
	



Summarize the W’s into approximately 30 words and enter your final elevator speech here:
	



[bookmark: _Toc162014437][bookmark: _Toc162014849]Target Market and Customers
[bookmark: _Toc162014438]Identify Your Target Market 
A target market is a segment of individuals who share similar needs or have common interests that your company is wants to serve. It is important because it enables you to focus your efforts on customers who are interested in your products or services and optimizes potential for sales, 

How would you describe your target market?
	



What is the size of your target market?
	



What proportion of your target market has used a product similar to yours before?
	



What proportion of your target market might be repeat customers?
	



How might your target market be affected by demographic shifts (i.e., change in the population, for example in terms of average age, dependency ratios, life expectancy, family structures, birth rates ?
	



How might your target market be affected by economic events (i.e., pandemic, local game parlor)?
	



How might your target market be affected by government policies (i.e., new bylaws or changes in taxes)?
	



Summarize your target market here:
	



[bookmark: _Toc49599225][bookmark: _Toc162014439]Identify Your Relationships
Who will I be working with (i.e., partners, contractors, vendors):
	



[bookmark: _Toc162014440][bookmark: _Toc49599222]Define Your Target Customer 
The purpose of defining your target customer is to get to know who they are and what they need and desire. The ideal customer is a customer who (1) wants your services, (2) has the ability to pay for your services and (3) has the authority to purchase your services. It should answer the following questions:

Is my customer a business owner? If yes, what industries? 
	



What size is their business (i.e., nano-business, micro-business, small business, mid-sized business, corporation)? 
	



Who are the decision makers? What are their responsibilities relevant to my services?
	



Is my customer a consumer?
	



What are their buying decisions primarily based on (i.e., price, quality, service, convenience)?
	



How often do they buy (i.e., daily, weekly, monthly, quarterly, annually, on-demand)?
	



How old are they?
	



What gender are they?
	



Where do they live?
	



What is their family structure?
	



What is their income?
	



What do they do for a living?
	



What is their lifestyle like (i.e., yuppy, workaholic, generation-x, family orientated, retired)?
	



How do they like to spend their spare time?
	



What motivates them?
	



What need does my service fulfill?
	



How does is that need currently being filled?
	



How do we uniquely provide value to our customers? 
	



What should we improve to grow our customer base? 
	



Summarize Your Target Customer:
	



[bookmark: _Toc49031179][bookmark: _Toc162014441]Create an Avatar Profile 
An avatar (i.e., marketing persona) represents your ideal customer. The purpose is to bring that person to life so you can relate to them. It is important because it helps you understand exactly who you are striving to attract. Depending on your business model and revenue streams, you could have multiple avatars. Using the information above, fill in the profile below:

	Goals and Values
Goals:
 
Values:
	Age:
Gender:
Ethnicity:
Marital Status:
#/Age of Children:
Location:
	Challenges and Pain Points
Challenges:
 
Pain Points:

	 
	[insert photo]
	 

	Sources of Information
Books:
Magazines:
Websites:
Conferences:
Influencers:
	Occupation:
Job Title:
Annual Income:
Level of Education:
	Objections & Purchase Process
Objections to the sale:
 
Purchase Process:



[bookmark: _Toc162014442]Create Your Avatar’s User Statement 
Considering the work accomplished in the Target Customer and Avatar Profile, create your user statement. Just like the avatar, you can have multiple User Statements.

	
	Is a 
	

	who needs a
	

	because he/she values
	

	



Example:

	Michele
	Is a 
	retired, active adult with open leisure time

	who needs a
	way to meet new friends and learn new things

	because she values
	relationships and self-improvement.



[bookmark: _Toc162014443]Document the Customer Journey
A customer journey is a visual diagram of the experience from a customer's point of view when interacting with your brand. It is important because it provides insight into how your customer feels through the buying process instead of how you think they feel.

	Brand awareness
	Value Communication
	Use of Product and Services
	Post-Use

	
	
	
	

	Marketing efforts. How does a new user hear about your product?
	Selling efforts. Where do you tell your user more about what you do?
	What are they experiencing?
	How will you keep them engaged after use?

	
	
	
	



Example: 

	Brand awareness
	Value Communication
	Use of Product and Services
	Post-Use

	
	
	
	

	Marketing efforts. How does a new user hear about your product?
	Selling efforts. Where do you tell y our user more about what you do?
	What are they experiencing>
	How will you keep them engaged after use?

	Social Media (i.e., Facebook, Instagram)

YouTube
	Landing page - eCommerce 
	Onboarding – courses
	Webinars and videos
Digital Resources
Networking
Customer support



[bookmark: _Toc162014444][bookmark: _Toc162014850]Choose Your Marketing Strategies
A marketing strategy is a focused effort with a defined outcome. There are many marketing strategies to promote yourself to your community. Think of your ideal client as you study the lists below and choose three the marketing strategies that resonate with you.
Steps:
1. Double-click the square to check off all tactics that you think would be a good fit for you and your community. 
2. 90-Day Plan: Mark three publishing tactics and one broadcasting tactic by highlighting in bold then focus on only these for the next 90 days. 
3. Growth Plan: Revisit this list on a quarterly basis. When you are ready, mark additional tactics in bold as you build your confidence. 
	Publish 
	
	Speak

	
	
	
	
	
	
	

	
	Book
	
	
	Events (i.e., conferences, workshops)

	
	
	
	
	
	
	

	
	eBook
	
	
	Industry Associations

	
	
	
	
	
	
	

	
	White Paper
	
	
	Trade Groups

	
	
	
	
	
	
	

	
	Blog
	
	
	Religious Organizations

	
	
	
	
	
	
	

	
	Polls
	
	
	Other:
	

	
	
	
	
	
	
	

	
	Quizzes
	
	
	Other:
	

	
	Surveys
	
	
	Other:
	

	
	Contests
	
	
	Other:
	

	
	Knowledgebase
	
	
	Other:
	

	
	Calculators
	
	
	Other:
	

	
	Other:
	
	
	
	Other:
	

	
	
	
	
	
	
	

	
	Other:
	
	
	
	Other:
	

	
	
	
	
	
	
	

	
	Other:
	
	
	
	Other:
	

	
	
	
	
	
	
	

	Broadcast 
	
	Network

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	TV
	
	
	Chambers

	
	
	
	
	
	
	

	
	Radio
	
	
	Religious Groups

	
	
	
	
	
	
	

	
	Facebook LIVE
	
	
	Alumni Associations

	
	
	
	
	
	
	

	
	YouTube Videos
	
	
	Other:
	

	
	
	
	
	
	
	

	
	Podcast
	
	
	Other:
	

	
	
	
	
	
	
	

	
	Webinars (Zoom)
	
	
	Other:
	

	
	
	
	
	
	
	

	
	Other:
	
	
	
	Other:
	

	
	
	
	
	
	
	

	
	Other:
	
	
	
	Other:
	

	
	
	
	
	
	
	



[bookmark: _Toc162014445][bookmark: _Toc162014851]Choose Your Communication Methods
There are many ways to communicate with your customers and every touch nurtures the relationship, builds trust, and keeps you top-of-mind. Here are guidelines for the most common methods:
Website Guidelines: 
· Build your brand and deliver information in a visually appealing way
· Create a distinct top section with branding and navigation
· Logo at top left - should get immediate notice
· Provide intuitive navigation in the header and mirror it in the footer
· Use color to define content in the body, including white space 
· 3 columns are good, 2 are better
· Design to attract attention from three channels: 
· Community centers
· Senior living centers
· Use at least one image per page
· Place a call to action on every page

Newsletter Guidelines:
· Define the goal of your newsletter
· Identify the target audience
· Choose content types
· Establish release schedule
· Write headlines that are socially friendly, unique, specific, and useful 
· Use short and concise content to ensure readability
· Include a call to action

Blog Guidelines: 
· Write headlines that are socially friendly, unique, specific, and useful.
· Post at least monthly
· Fill in meta data
· Create recognizable words in the url
· Link to other bloggers
· Link to previous blog posts
· End posts with a question then enable reader comments

Social Media:
· Use HootSuite to propagate social media

How will you communicate with your customers (i.e., social media, website, blog, e-mail marketing):
	



To plan and track your marketing initiatives, use a spreadsheet to ensure consistency and continuity. Look in digital library for the “EZ Editorial Calendar and Production Log”. 
[bookmark: _Toc162014852]Create Your Operations Plan
[bookmark: _Hlk49697003]An operation plan is a detailed plan that defines how a business will reach its goals. It is important because it outlines the daily activities required to run the business and ensures that you are prepared to fund the expenses required for daily operations. Use the annual budget in the Mahj Life EZ Bookkeeping workbook and Appendix A Online Resources to help you with this section.

Identify Office Support Needs 
Look at the functional areas in your business and determine the tasks that you will not be willing or able to do yourself. Document your annual needs in the table below.
 
	[bookmark: _Hlk67234794]Functional Area*
	Description 
	Cost Estimate 

	Human Resources 
	
	

	Sales 
	
	

	Marketing 
	
	

	Customer Service 
	
	

	Inventory 
	
	

	Accounting 
	
	

	Technology 
	
	

	Total: 
	


 *If you are using subscription bases services, enter the recurring costs in your Simple Bookkeeping annual budget.

Determine Software and Equipment Needs 
Look at the function areas of your business and determine what is needed to support daily operations. If you do not need software or equipment for a functional area, leave it blank. Use Appendix A Online Resources for recommendations, then document your annual needs in the table below.
 
	Functional Area 
	Software* 
	Equipment 
	Cost Estimate 

	Event Management
	 
	 
	 

	Finance 
	 
	 
	 

	Human Resources 
	 
	 
	 

	Sales & Marketing 
	 
	 
	 

	Technology 
	 
	 
	 

	Total: 
	 


*If you are using subscription bases software, enter the recurring costs in your Simple Bookkeeping annual budget.

[bookmark: _Toc162014853]Create Your Financial Plan
A financial plan is a guide that helps you control income and expenses. It is important because it helps you determine short and long-term financial goals. Use the Simple Bookkeeping workbook to help you with this section.

[Click and drag over the Simple Bookkeeping workbook, Tab 1 Revenue Projections table, then paste here.]

[Click and drag over the Simple Bookkeeping workbook, Tab 1 Startup Costs and Startup Funding tables, then paste here.]

[bookmark: _Toc162014854]Create Your Strategic Plan
The purpose of a strategic plan is to identify what you do, who you do it for and how you excel at it.[footnoteRef:4] To do this, you need to know where you currently stand then determine where you need to go and how to get there. [4:  Wikipedia – Strategic Planning, About.com – Entrepreneurs – The Ten-Step, One-Day Strategic Plan] 


First, develop a strategic plan based on foundational business statements that easily translates into action plans. Then, establish cascade planning to accomplish time-bound short-term, medium-term, and long-term goals. 

Mission Statement 
	Vision Statement 
	Business Values 
	Strategic Plan (based on vision, review every 2 to 3 years; visionary, conceptual and directional [e.g., what should be accomplished and when])
	Annual Plan (review in November, plan in early December; allocate annual goals into quarters based on priority and budget; then allocate quarterly goals into months and define initiatives [deliverables], key performance indicators [measurable, quantifiable] and milestones [due dates])
	Quarterly Review
· Monthly Roadmap (operational plan with monthly review; short term, tactical, focused, implementable and measureable [e.g., how it should be accomplished])
· Weekly Status Review

[bookmark: _Toc49599249][bookmark: _Toc294192887][bookmark: _Toc162014855]Identify Current Problems
What are the problem areas that are facing you and your business in the near future?
	



Why is the organization facing (or going to face) these challenges?
	



How would you address these challenges?
	



Identify strategic objectives aligned with the vision by answering the following questions:
What were your biggest accomplishments in the past 3 months?`
	



What are the most promising unexploited opportunities for this organization?
	



What would need to happen in order to realize the potential of these opportunities?
	



What are the up and coming projects or initiatives that are most interesting to you?
	




[bookmark: _Toc162014856]SWOT Analysis
SWOT stands for strengths, weaknesses, opportunities, and threats. This analysis can help establish your objectives and goals. By documenting the SWOT, you can build on strengths, support weaknesses, capitalize on opportunities and recognize threats.

	
	Strengths
	Weaknesses

	Internal
	REPLACE THESE:
Things you do well
Qualities that differentiate you from others 
Tangible assets such as intellectual property, capital, and technology
	REPLACE THESE:
Things you lack
Things your competitors do better than you
Resource limitations
Unclear unique selling proposition

	External
	REPLACE THESE:
Underserved markets for specific products or services
Few competitors in your area
Emerging need for your products or services
	REPLACE THESE:
Emerging competitors
Changing environment
Changing customer attitudes towards you

	
	Opportunities
	Threats



Consider the following as you review your SWOT:
· Act on your strengths.
· Match your strengths with opportunities.
· Convert weaknesses to strengths.
· Mitigate threats.

TOWS stands for threats, opportunities, weaknesses, and strengths. The purpose of this exercise is to make the analysis measurable which can give you additional insight for planning your business.

	[bookmark: _Toc49031203][bookmark: _Toc162014857]TOWS 
[bookmark: _Toc162014858]Confrontation Matrix
	Internal

	
	Strengths
	Weakness

	
	Experience & Skills
	Relationships & Following
	Software & Technology
(marketing; AV, virtual)
	Capital
	Event Planning

	Software & Technology (marketing; AV, virtual)

	Weight using 0, -. --, +, ++
	Attack
	Defend
	Totals

	External
	Opportunities
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Threats
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Totals
	
	
	
	
	
	
	

	
	Reduce
	Mitigate
	


Process:
1. Identify key issues by entering 
· 0 for not applicable
· Single – for weakness
· Double – for greater weakness
· Single + for strength
· Double + for greater strength
2. Subtract 1 for every – then add 1 for every + to get calculate totals.
3. Write “if this (weaknesses & threats) then that (results)” statement.
4. Establish a strategic plan to solve the issues.

Consider the following as you review your SWOT and TOWS:
· Act on your strengths.
· Match your strengths with opportunities.
· Convert weaknesses to strengths.
· Mitigate threats.

[bookmark: _Toc294192890][bookmark: _Toc49599253][bookmark: _Toc162014859]Establish Key Objectives
The following key objectives will be achieved over the next 3-5 years:
	[bookmark: _Toc294192891]Year
	Key Objectives

	
	

	
	

	
	

	
	

	
	



[bookmark: _Toc49599254][bookmark: _Toc162014860]Create an Annual Roadmap 
	12-Month Plan (for a niche market, estimate 25% annual growth rate; edit metrics below)

	Mission:
	

	Strategy:
	

	Initiative 1:
Build Brand Awareness (i.e., website, social media)
	Measured by 
	Goal: # per day
	Stretch Goal: # per day

	Initiative 2:
Create Content (i.e., YouTube, website, social media)
	Measured by followers and subscribers
	Goal: # per month
	Stretch Goal: # per month

	Initiative 3:
Sell courses (i.e., website)
	Measured by customers
	Goal: # per month
	Stretch Goal: # per month

	Initiative 4: Sell exams (i.e., website)
	Measured by customers
	Goal: # per month
	Stretch Goal: # per month

	Initiative 5: Introduce New Product/Service (i.e., website [i.e., webinars, coaching)
	Measured by click-throughs
	Goal: # quarterly 
	Stretch Goal: # quarterly



[bookmark: _Toc162014861]Document Your Growth Plan
Our mission will be accomplished by following the first four stages of a startup: 
	Year
	Stage with Objectives
	Deliverables
	Quarter

	Year 1
	Stage 1 Research
Finalize the target customer and their pain points, finalize a marketing plan 
	
	

	
	Stage 2 Commit
Build the team, define the business model, finalize statements, finalize a financial plan, secure funding, finalize a budget
	
	

	
	Stage 3 Validate
	
	

	Year 2
	Stage 4 Refine
Analyze feedback, solidify offering, streamline processes CRM
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Year 3
	Stage 5 Scale Phase I
Build infrastructure, optimize strategies based on lessons learned
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Year 4
	Stage 5 Scale Phase II
Expand offering
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Year 5
	Stage 6 Establish
Continual process improvement, customer retention, business development. 
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Year 6
	Stage 7 Grow
Continual process improvement, customer retention, business development. 
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Objectives with key tasks and deliverables will be defined and strategies established to deliver the mission. Tasks will be assigned to team members according to roles and skill sets. 
Stakeholders will be partners, sponsors, and members (benefactors). Stakeholders will be invited to attend our annual summit where they can give their input as we plan the next conference. 
[bookmark: _Toc294192892]Use a spreadsheet to create a roadmap to document what you need to do to achieve these initiatives. 
[bookmark: _Toc162014862]Conclusion 
Consider the contents of this document a work-in-progress. Refer to it throughout this course. Later, revisit the contents to modify it as you learn new things and add to it as you build your business.
If you decide to seek funding, you will need to write a business plan. You will be able to use the content in this framework and the content in the Simple Bookkeeping workbook to accomplish the task.


[bookmark: _Toc162014863][bookmark: _Toc67055914][bookmark: _Toc67742269]Appendix A Online Tools
The following are online tools that are highly recommended, or I have personally used for my business. None are sponsored.

[bookmark: _Toc67055915]Finance
Bookkeeping	QuickBooks
Credit Card Processors 	Square, PayPal, Stripe
[bookmark: _Toc67055916]
Human Resources
Outsourcing 	Upwork, Fivver
[bookmark: _Toc67055917]
Legal
[bookmark: OLE_LINK1]Legal Services	Rocket Lawyer
Trademark	USPTO

Sales & Marketing
Quotes	BrainyQuote
Color Profile Generator 	Colormind IO
Color Finder 	iColor Palette 
Code Search 	GiniFab RGB to PMS 
Color Name Search 	Name that Color 
Email Marketing	MailChimp, ConstantContact
Event Scheduling 	Meetup, Eventbrite
Font Pairing	Font Joy 
Graphic Design	Canva
Stock Photos, Icons, and Illustrations 	iStockPhoto, Icons Place, Dreamstime
Survey Tool 	SurveyMonkey
[bookmark: _Toc67055918]
Operations
Calendar Scheduling 	Calendly
Notes and Journaling 	Evernote
Project Management 	Trello
Sales CRM 	vtiger
[bookmark: _Toc67055919]
Technology
Online Courses	Kajabi, Thinkific, Teachable
Video Conferencing 	Zoom 
Website Hosting and Builders 	GoDaddy, Bluehost, SquareSpace


image1.png




