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HOW IT
WORKS

Save this PDF to your computer. Fill
this workout plan with your own
answers. 

Be sure to review every quarter or year.
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CLARIFY THE PROBLEMS

FOCUS ON CUSTOMERS

 SWOT ANALYSIS

 OBJECTIVES + PLANNING

REDUCING COSTS

MANAGE CASH FLOW
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CREATE + PIVOT

TAKING ACTION

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

THE OUTLINE YOUR
LOGO
HER E



If you want your business to succeed,
you need mental toughness.

Follow these steps to overcome your
mindset and strengthen it to a
positive one.

YOUR
MINDSET
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PAY ATTENTION
What negative thoughts have you been
having in your business lately?



SILENCE
You've questioned and answered your
negative thoughts. How can you mute
them? 

How can you turn them into a positive
thought?



REPLACE
What are your positive thoughts?

Why did you start your business in the
first place?



Before finding a solution, you need to
identify the problem.

How is your business prepared to
face some common problems?

CLARIFY
PROBLEMS
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MARKET CHANGES
What have you done to adapt to
economic factors, new technology, and
emerging competition?

Can you identify them?



TARGET MARKET
What motivates your customers to buy
from you?

Is this still the same form last year?



PRICE STRATEGY
How is your pricing compared to your
competitors?



CASH FLOW
Has your business had cash flow issues?

What is your current biggest expense?

How can you reduce your costs?



GROWTH
Have you had too much growth?

How can you fix this issue and keep up
with demand?



Customers keep your business going.

When deciding what actions to take
to strengthen your business, always
keep your customers front and
center.

CUSTOMER
FOCUS
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SOCIAL MEDIA
How is your social media strategy?

If you need a better presence, how you
achieve this?



ONLINE DEALS
Many people look for deals and services
online. How is your online presence? If
you Google your business, what comes
up?



QUESTION
Are these thoughts really true? Or are you
just making them up?



If you already offer phone and email
support, increase your customer service
capabilities so your customers can reach
you no matter where you are.*

CUSTOMER SERVICE

Facebook Messanger

*Check-off each one once completed.

WhatsApp

Zoom

Skype

FaceTime

Other



If you want to succeed as a small
business owner, you need to evaluate
how things are currently going.

SWOT Analysis (strengths,
weaknesses, opportunities, threats)

SWOT
ANALYSIS
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STRENGTHS
What are you good at?

What's working?

What your customers like about your
business?



WEAKNESSES
What do you want to fix?

What do you want to strengthen?

What do you want to become more
efficient in?



OPPORTUNITIES
What industry do you want to focus on?

What do you think you'll be good at?

What will make you different?



THREATS
What do you think could hinder your
growth?

What/who do you think could take your
customers from you?



OBJECTIVES
+ PLANNING

Once you've finished your SWOT
analysis, take what you've learned
and put it to action.

Answer these questions and create a
plan to help you move forward.
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STRENGTHS
How will you increase on what you're
already doing well?

Do you and your team have a high close
rate?

How can you increase your close rate?



STRENGTHS
Do you have a large email list? 

How can you get more subscribers?



WEAKNESSES
How can you minimize, change, or even
eliminate these areas?

Is your profit margin low?

How can you increase your profit margin?



WEAKNESSES
Do you have trouble keeping customers? 

How can you fix this?



OPPORTUNITIES
Is there a new market you can move into? 

List them below:

Can you implement a new technology to
be more efficient?



OPPORTUNITIES
What new technologies or programs will
you try?

What is the best opportunities right now
for your business?

How will you capitalize on them?



THREATS
How will you avoid or adapt to threats
that can hurt your business?

What steps will you take to adjust your
customer preferences?

Do you need to change your pricing
strategy?



REMEMBER:
MEASURABLE - You need to be able to
determine whether you've reached your
objective.

ACHIEVABLE - Be realistic in your goal
setting. Aim for things that you can
actually achieve.

TIMELY - Set a specific date by which
you'll meet your objectives. That way, it
will give you a sense of urgency.



REDUCING
COSTS
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If you want your business to survive
during difficult times, you may need
to reduce your costs.

Don't cut costs too much. Follow this
process to reduce your costs.



DISCRETIONARY COSTS
These are costs that aren't necessary to
run your business. 

Examples are business lunches,
coffee/tea for the whole office, high-
speed internet, magazine subscriptions,
off-site events, advertising, etc.

Name costs on the next page that aren't
necessary to run your business and you
can cut.



DISCRETIONARY COSTS
Cost 1:

Cost 2:

Cost 3:

Cost 4:

Cost 5:

Savings of $:

Savings of $:

Savings of $:

Savings of $:

Savings of $:



REDUCE COSTS
Look for ways that you can reduce costs
but still achieve the same outcomes.

Some examples are travel costs,
technology, IT costs, less-expensive
software, utility costs, etc.

Name costs on the next page that aren't
necessary to run your business and you
can cut.



REDUCE COSTS
Cost 1:

Cost 2:

Cost 3:

Cost 4:

Cost 5:

Savings of $:

Savings of $:

Savings of $:

Savings of $:

Savings of $:



SPACE COSTS
Consider your office space. Your landlord
may be willing to lower your rent or even
create a new lease for you. If not,
consider moving into a less expensive
building.

If your business is small enough, you may
think about running it out of your home
temporarily. This can reduce insurance
costs, taxes, and utilities.



SPACE COSTS
What is my current monthly rent?

How long is my current lease?

Am I able to lower my monthly office
space costs?



SUPPLY CHAIN
Some suppliers may be willing to give
you a discount, especially if you've always
been a good customer.

Who is my current supplier(s)?

Am I eligible for a discount?



STAFF COSTS
As hard as this is for any business, you
have to be willing to make these hard
decisions.

Current staff costs:

Can you reduce hours and/or
compensation?



REDUCE COSTS
How will you increase on what you're
already doing well?

Do you and your team have a high close
rate?

How can you increase your close rate?



MANAGE
CASH FLOW

Your cash flow will determine if your
business will survive. Not having
enough incoming cash is one of the
biggest reasons a small business goes
under.

The next page will evaluate your
cash flow. 7



CASH FLOW

At the end of the month, add up your
total sales.
Total all purchases that you still have
to pay for.
Calculate the difference.

Here's a quick way to evaluate your cash
flow:

1.

2.

3.

If you have negative cash flow, you'll
need to make up the difference.



CASH FLOW
If you find yourself struggling with cash
flow, here are some options.

Can you sell assets to bring in additional
cash?

Can you get a working capital line of
credit?



CASH FLOW
Be sure to meet with an accountant.
They can help you:

Change the depreciation method
used on your assets.
Defer income to the following year.
Restructure your business.
Maximize expense deductions.



LOW-COST
MARKETING

This gets confusing. 

You need marketing to get your
name out there - 

If you stop doing marketing, you
connect with fewer customers. 8



If your business is struggling, you should
think about cutting your marketing
budget and double down on your
marketing.

Use low-cost marketing to
simultaneously cut your budget and
increase your efforts.

MARKETING



Here are some ways you can increase
your marketing with a fraction of the
budget.*

MARKETING

*Check-off each one once completed.



Here are some ways you can increase
your marketing with a fraction of the
budget.*

Ask your clients for referrals.

*Check-off each one once completed.

MARKETING

Write guest blog posts.

Appear on podcasts.

Join local business networking groups.

Attend trade fairs or business meetups.



con't*

Maintain social media presence.

*Check-off each one once completed.

MARKETING

Develop relationships with influencers.

Sponsor local events.

Create highly targeted online advertisements.

Develop a cold calling strategy.

Develop business partnerships and cross
promote.



con't*

Host events or classes.

*Check-off each one once completed.

MARKETING

Offer free trials of your product or service.

Create an affiliate program.

Run online contests.

Offer to speak at local business groups,
community colleges, libraries, and conferences.

Create a YouTube channel.



CREATE +
PIVOT

What will ultimately separate you
from businesses that fail?

Persistence and creativity. 
So how can you pivot in your
business and stay afloat and
meeting customer's demands? 9



CREATE + PIVOT
Here are some ways you can pivot your
business:

What are new sales channels you can
utilize? Such as e-commerce?

How can you get returning customers to
purchase from you again?



CREATE + PIVOT
What are your most popular products or
services you offer?

How can you feature them to your target
market?



CREATE + PIVOT
When was the last time you've changed
your pricing?

Can your pricing compete with your
competition?



CREATE + PIVOT
What new technology or software can
you adapt to reach new customers?



CREATE + PIVOT
What new technology or software can
you adapt to reach new customers?



TAKING
ACTION

If you want your business to survive
the good times and the bad, you
must take effective action
immediately.

To be successful, you must start. 
Let's review your steps: 10



TAKE ACTION
Steps that will strengthen your business.

Manage your mindset.
Clarify the problems.
Focus on customers.
SWOT analysis.
Objectives & planning.
Reducing costs.
Manage cash-flow.
Low-cost marketing.
Create + pivot.
Taking action.
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