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Why Planning Is Important To Me

Step 1: Describe who you are developing your business plan for.

Step 2: Describe what you hope to accomplish with your business plan.

My strengths & weaknesses

Owning and managing a successful small business is a difficult and challenging task.  A great number of skills are needed in the areas of personal characteristics, business management and technical aspects of the business.  Technical skills refer to the product and service knowledge required to serve customers.

Step 1:  Identify key personal characteristics.

	Characteristic
	Yes
	No

	Do I have good health
	
	

	Do I plan ahead
	
	

	Am I prepared to lose the money I invest in the business
	
	

	Am I a good leader
	
	

	Can I make decisions
	
	

	Am I a competitive person
	
	

	Do I get things done on time
	
	

	Am I a self-starter
	
	

	Am I a good organizer
	
	

	Do I adapt well to changes
	
	

	Am I a confident person
	
	

	Am I willing to work long hours
	
	

	Do I stick with a project until it is completed
	
	

	Is my family involved in the business
	
	

	Is my family supportive
	
	

	
	
	


Step 2:  Identify key business management skills.

	Skill
	Yes
	No

	Accounting & Taxes
	
	

	Planning
	
	

	Organizing
	
	

	Financial Management
	
	

	People Management
	
	

	Time Management
	
	

	Personal Selling
	
	

	Promotion
	
	

	Decision-making
	
	

	Cost Control
	
	

	Personnel Policies
	
	

	Pricing
	
	

	Other
	
	

	Other
	
	

	Other
	
	

	
	
	


Step 3:  Identify key technical skills.

	Skill
	Yes
	No

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Step 4: Summarize your key strengths and weaknesses.

· What are my strengths in technical skills?

· What are my weaknesses in technical skills?

· What are my business management strengths?

· What are my business management weaknesses?

· What are my strong personal characteristics?

· What are my weak personal characteristics?

Step 5: How will I leverage my identified strengths and compensate for my weaknesses?

	Personal Development Action Plan

	Strength
	Leverage by:

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Weakness 
	Compensate by:

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Step 6: Summarize your business resume.

Current Business Situation

Step 1: Provide a brief background of the business.

· When was the business founded and by whom?

· What industry does the business participate in?

· What market(s) does the business serve?

· Looking at the history of the business, when has the business been successful, and why?

· Looking at the history of the business, when has the business struggled, and why?

Step 2:  Describe the current state of the business from a financial perspective.

· Over the past three years what is the trend for revenues, and why?

· Over the past three years what is the trend for the profits of the business, and why?

· Over the past three years what is the trend for cash flow of the business, and why?

· Am I drawing the level of compensation I need from the business?

Summary:

Step 3:  Describe the current state of the business from a customer perspective.

· Over the past three years how has my customer base changed, and why?

· Over the past three years am I getting more or less business from existing customers, and why?

· What are my customers saying about my business, and why?

Summary:

Step 4:  Describe the current state of the business from an operational perspective.

· Over the past three years, what are the things my business does very well, and why?

· Over the past three years, what are the things my business struggles to do well, and why?

· What are my customers saying about my business, and why?

Summary:

My Personal Goals

Step 1: Define my personal goals.

· What are my long term goals?

· What are my goals for the next three years?

· What are my goals for the next year?

My Business Goals 

Step 1: Define my business goals (sales, profit, compensation, your time commitment).

· What are my long term goals?

· What are my goals for the next three years?

· What are my goals for the next year?

· Describe how my personal and business goals are consistent.

· Describe how I’ll reconcile any inconsistencies between my personal and business goals.

Summary:  
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