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Forms &Worksheets
FORMS

Brand Loyalty Survey Worksheet

This worksheet is a template for developing your own survey based on the type of product or service your company offers.  Please refer to the Sample Brand Loyalty Survey as an example.  

1. Please check all types of ____ your business owns in column A, how many in column B, and if your company plans to purchase a type of ____ within the next 12 months in column C.

	Types
	A
	B
	C

	
	Owns
	How Many?
	Plans to Purchase?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


2. Please check all the makes of ____ listed below that your business owns in column A and the makes of ____ your business plans to purchase in column B.

	
	A
	B
	
	A
	B

	Makes
	Owns
	Plans to

Purchase?
	Brands
	Owns
	Plans to

Purchase?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Other: 
	
	
	


B-to-B Market Survey

1. In what type of business, industry or profession do you work?  (Please check one.)

· Agriculture/forestry/construction

· Data processing/computers

· Finance/banking/insurance

· Health care (medical, dental, etc.)

· Real estate

· Wholesale trade

· Retail trade

· Other: ______________ (please specify)

1. Communications/publishing/
advertising

2. Education

3. Government/public administration

4. Manufacturing

5. Personal/business services (consultant, CPA, lawyer, etc.)

6. Transportation/public utilities

2. What is your position?  (Please check only one.)

· Chairman of the Board

· Owner/Partner

· Other Company Officer (V.P., Treasurer, etc.)

· Manager

· Scientist or Engineer

· Sales

· Clerical

· Other: _______________ (please specify)

2. President/CEO

3. Director

4. Department Head

5. Supervisor/Foreman

6. Other administrative position not mentioned

7. Technical Specialist

8. Retired

3. How many people, including yourself, work at your company, including branches, international offices and plants?  (Please check only one.)

· Under 10

· 25 - 49

· 75 - 99

· 250 - 499

· 1,000 - 4,999

· 10,000 or more

· 10 - 24

· 50 - 74

· 100 - 249

· 500 - 999

· 5,000 - 9,999

4. a.  What are your company’s annual gross sales or revenues?  (Include all plants, branches, divisions and subsidiaries.)

· Less than $250,000

· $500,000 - $999,999

· $5 million - $9.9 million

· $25 million - $99.9 million

· $250,000 - $499,999

· $1 million - 4.9 million

· $10 million - $24.9 million

· $100 million or over

b. What year did your business start?  _______________

5. Do you serve on your company's board of directors?

· Yes

· No

6. Are you on the board of directors of any other company?

· Yes

7. No

7. a. Are you an owner or a partner of a business?

· Yes

· No

b. If you answered yes, in what industry or profession were you employed and what was your job title before you became an owner or partner?

Industry or Profession:  ________________________________________________________________________   

Job Title:  ________________________________________________________________________________________

c. Are you considering starting or buying a new or additional business?

· Yes

· No

d. If you are planning to start or buy a new business, when do you plan to do so?

· In the next six months

· In 13 to 24 months

· Not sure

· In 7 to 12 months

· More than 24 months from now

8. In the last 12 months, have you been directly involved in initiating, recommending, ordering or approving the purchase of any of the following products or services for your firm?  (Please check all that apply.)

· Accounting services

· Answering/paging systems

· Building materials/equipment

· Computers and computer accessories and/or related computer equipment (include time-sharing)

· Credit cards

· Fax machines

· Insurance

· Office supplies (including office paper)

· Real estate and/or office or plant location

· Telecommunications equipment/services

· Travel services

· Advertising /PR/sales promotion

· Banking and financial services

· Car/truck/van purchase or lease

· Computer software

· Copiers

· Express mail/courier/package delivery, overnight delivery

· Office furniture and fixtures

· Other office machines (calculators, typewriters, postage meters, etc.)

· Temporary office help/employee recruitment

· None of these

9. Which express mail/package delivery services do you use?  (Please check all that apply.)

· Federal Express

· United Parcel Service 

· Emery/Purolator

· U.S. Postal Service/Express Mail

· DHL

· Other: ______________ (please specify)

Business Idea Analysis Worksheet 

This worksheet will help you determine how successful you will be if you enter a given business and sell a given product.  Assign each business opportunity and product a column number.  Answer each question along the left-hand side of the form assigning a rating of 1-3, with 3 being the strongest.  Total each column after you have finished.  The opportunity and product with the highest total points are your strongest candidates for success.

	Business Opportunity
	Business 1
	Business 2
	Business 3
	Business 4

	Relevance of your previous experience to opportunity
	
	
	
	

	Familiarity with the daily operations of this type of business
	
	
	
	

	Compatibility of business with your investment goals
	
	
	
	

	Compatibility of business with your income goals
	
	
	
	

	Likely profitability of business
	
	
	
	

	Likelihood of business to meet your desire for personal fulfillment
	
	
	
	

	Projected growth for the industry
	
	
	
	

	Acceptability of risk level
	
	
	
	

	Acceptability of hours you will need to work
	
	
	
	

	Column Totals
	
	
	
	


	Product Marketability
	Product 1
	Product 2
	Product 3
	Product 4

	Probability of use by target market
	
	
	
	

	Compatibility with image desired
	
	
	
	

	Competitiveness of price
	
	
	
	

	Number and strength of marketable features
	
	
	
	

	Probability that product will enhance sales of current line
	
	
	
	

	Projected stability of demand
	
	
	
	

	Ability to overcome seasonal or cyclical resistance
	
	
	
	

	Uniqueness of product
	
	
	
	

	Ability of business to obtain needed equipment
	
	
	
	

	Likely acceptance potential
	
	
	
	

	Ability of business to afford the development and production of product
	
	
	
	

	Column Totals
	
	
	
	

	Total Scores
	
	
	
	


Business Insurance Planning Worksheet

	Types of Insurance
	Required?  (y/n)
	Cost per Payment
	Annual Cost

	1. General Liability Insurance
	
	
	

	2. Product Liability Insurance
	
	
	

	3. Errors and Omissions Liability Insurance
	
	
	

	4. Malpractice Liability Insurance
	
	
	

	5. Automotive Liability Insurance
	
	
	

	6. Fire and Theft Insurance
	
	
	

	7. Business Interruption Insurance
	
	
	

	8. Overhead Expense Insurance
	
	
	

	9. Personal Disability
	
	
	

	10. Key-Employee Insurance
	
	
	

	11. Shareholders’ or Partners’ Insurance
	
	
	

	12. Credit Extension Insurance
	
	
	

	13. Term Life Insurance
	
	
	

	14. Health Insurance
	
	
	

	15. Group Insurance
	
	
	

	16. Workers' Compensation Insurance
	
	
	

	17. Survivor-Income Life Insurance
	
	
	

	18. Care, Custody and Control Insurance
	
	
	

	19. Consequential Losses Insurance
	
	
	

	20. Boiler and Machinery Insurance
	
	
	

	21. Profit Insurance
	
	
	

	22. Money and Securities Insurance
	
	
	

	23. Glass Insurance
	
	
	

	24. Electronic Equipment Insurance
	
	
	

	25. Power Interruption
	
	
	

	26. Rain Insurance
	
	
	

	27. Temperature Damage Insurance
	
	
	

	28. Transportation Insurance
	
	
	

	29. Fidelity Bonds
	
	
	

	30. Surety Bonds
	
	
	

	31. Title Insurance
	
	
	

	32. Water Damage Insurance
	
	
	

	Total Annual Cost
	$
	$


Business Name Brainstorming

List three ideas based on the products or services you plan to provide (e.g., children’s clothing, custom menu design, aromatherapy products):

1. _____________________________________________________________________________________________________

2. _____________________________________________________________________________________________________

3. _____________________________________________________________________________________________________

List three ideas based on your special niche (e.g., affordable children’s special occasion clothes, exclusive designs for the small restaurateur, aromatherapy for the office environment):

1. _____________________________________________________________________________________________________

2. _____________________________________________________________________________________________________

3. _____________________________________________________________________________________________________

List three ideas based on your special niche (e.g., affordable children’s special occasion clothes, exclusive designs for the small restaurateur, aromatherapy for the office environment):

1. _____________________________________________________________________________________________________

2. _____________________________________________________________________________________________________

3. _____________________________________________________________________________________________________

List three ideas combining a favorite theme with your special niche: (e.g., Tea Party children’s party clothes, Table for Two menu designs, The Tranquil Desk aromatic office products):

1.  ____________________________________________________________________________________________________

2. _____________________________________________________________________________________________________

3. _____________________________________________________________________________________________________

After you have decided which name you like best, ask yourself a few important questions

· Have you said it aloud to make sure it has easily understood and pronounced?  (Has it passed muster with your family?  Have you had a friend call to see how it sounds over the phone?)

· Have you checked your local Yellow Pages to make sure the same or a similar name is not already listed?

· Have you checked with your local business authority to make sure the name is available?

· Have you started your trademark search?

Competitor Analysis Worksheet

This work sheet will help you define your competitors.  Competitors are companies that make products or perform services similar to yours (e.g., you deliver complete dinners, and so do they), make products or perform services that can be substituted for yours (e.g., delivery of pizza or Chinese food), and make products or perform services that are analogous to yours (e.g., ready-made deli carryout from supermarkets).  Fill in the following table about your competitors.  You may need to create additional tables to have enough room for all your major competitors.

	
	Competitor A
	Competitor B
	Competitor C

	Where is your competitor located?
	
	
	

	What are your competitor’s annual sales?
	
	
	

	Who are the major managers and members of the board?
	
	
	

	Is the company owned or in partnership with any other corporations?
	
	
	

	What are the competitor’s strengths?
	
	
	

	What are their weaknesses?
	
	
	

	What is the company’s product line?
	
	
	

	How do the products compare to yours, in terms of functionality, appearance and any other criteria?
	
	
	

	What is their price structure?
	
	
	

	What are the company’s marketing activities?
	
	
	

	What are the company’s supply sources for products?
	
	
	

	What are the strengths and weaknesses of their sales literature?
	
	
	

	Is the company expanding or cutting back?
	
	
	


Demographic Analysis Worksheet

This worksheet will help you define your target audience by describing its demographic characteristics.  Answer all the questions on the work sheet.  When you are finished, compare your demographic profile against the demographic makeup of your market area.  This will help identify the number of people or businesses in your market area that match your demographic profile, which will help you determine the viability of your business.  If you are selling to more than one demographic group, describe them in different work sheets.

Customer Profile

1. Are your customers individuals or businesses?

2. If they are individuals, describe their gender, age, income level and any other significant demographic variables.

3. If they are businesses, describe the industries, sales levels and any other relevant descriptors of the businesses you will target.

Geographic Profile

4. Where are your customers located?

5. How many customers are located in your market?

6. How many unit sales are in your market each year?

7. What is the dollar value of the sales that occur in your market each year?

Demographic Comparison Worksheet

To see if the community you are considering locating your business in offers a population with the demographic traits you need to support your business, fill out the following form.

	Population
	Market A
	Market B
	Market C

	Within 1 mile of your business
	
	
	

	Within 5 miles of your business
	
	
	

	Within 25 miles of your business
	
	
	


	Income
	Market A
	Market B
	Market C

	Under $15,000
	
	
	

	$15,000-$25,000
	
	
	

	$25,000-$35,000
	
	
	

	$35,000-$50,000
	
	
	

	$50,000-$100,000
	
	
	

	$100,000+
	
	
	


	Age 
	Market A
	Market B
	Market C

	Preteen
	
	
	

	Teens
	
	
	

	20-29
	
	
	

	30-39
	
	
	

	40-49
	
	
	

	50-59
	
	
	

	60-69
	
	
	

	70 +
	
	
	


	Density
	Market A
	Market B
	Market C

	Homeowners
	
	
	

	Renters
	
	
	

	Urban
	
	
	


Development Budget Worksheet

	Startup Costs
	Actual
	Budgeted

	Accounting Services
	
	

	Advertising and Promotion for Opening
	
	

	Architectural Design
	
	

	Decorating
	
	

	Deposits for Utilities
	
	

	Estimated Taxes
	
	

	Headhunting or Other Hiring Costs
	
	

	Installation of Equipment
	
	

	Legal Costs
	
	

	Licenses and Permits
	
	

	Moving
	
	

	Print Design
	
	

	Printing
	
	

	Remodeling, Build-out
	
	

	Rent Deposits
	
	

	Salaries
	
	

	Starting Inventory
	
	

	Other
	
	

	Other
	
	

	Other
	
	

	Total Start-Up Costs
	
	

	Suggested Operating Capital to Break Even
	
	


Franchise Comparison Worksheet

Use this worksheet to help you determine the attractiveness of each franchise you're considering.  Assign each franchise a column number.  Answer each question along the left-hand side of the form, assigning a rating of 1-3, with 3 being the strongest.  Total each column when finished.  The franchise with the highest score will be the most attractive.

	The Franchise Organization
	Franchise

1
	Franchise

2
	Franchise

3

	Does the franchisor have a good track record?
	
	
	

	Do the primary leaders of the franchise have expertise in the industry?
	
	
	

	Rate the franchisor's financial condition.
	
	
	

	How thoroughly does the franchisor check its prospective franchisees?
	
	
	

	Rate the profitability of the franchisor and its franchisees.
	
	
	

	Column Totals
	
	
	


	The Product or Service
	Franchise

1
	Franchise

2
	Franchise3

	Is there a demand for the product or service?
	
	
	

	How seasonal is the product or service?
	
	
	

	Are industry sales strong?
	
	
	

	Rate the product or service in comparison to the competition.
	
	
	

	Is the product or service competitively priced?
	
	
	

	What is the potential for industry growth?
	
	
	

	Column Totals
	
	
	


	The Market Area
	Franchise

1
	Franchise

2
	Franchise 3

	Are exclusive territories offered?
	
	
	

	Can you sell franchises in your territory?
	
	
	

	Rate the sales potential of the territory you are considering.
	
	
	

	Is the competition strong in this area?
	
	
	

	How successful are franchisees in close proximity to this area?
	
	
	

	Column Totals
	
	
	


	The Contract
	Franchise

1
	Franchise

2
	Franchise

3

	Are the fees and royalties associated with the franchise reasonable?
	
	
	

	How attractive are the renewal, termination and transfer conditions?
	
	
	

	If the franchisor requires you to purchase proprietary inventory, how useful is it?
	
	
	

	If the franchisor requires you to meet annual sales quotas, are they reasonable?
	
	
	

	Column Totals
	
	
	


	Franchisor Support
	Franchise 1
	Franchise

2
	Franchise 3

	Does the franchisor help with site selection, lease negotiations and store layout?
	
	
	

	Is the training program effective and does the franchisor provide ongoing training?
	
	
	

	Does the franchisor provide financing to qualified individuals?
	
	
	

	Are manuals, sales kits, accounting systems, and purchasing guides provided?
	
	
	

	Does the franchisor sponsor an advertising fund to which franchisees contribute?
	
	
	

	How strong are the franchisor's advertising and promotional programs?
	
	
	

	Does the franchisor have favorable national contracts for goods and services?
	
	
	

	Column Totals
	
	
	

	Total Scores
	
	
	


Franchise Feasibility Test

Use this form to help you determine the feasibility of your business as a franchisable concept.  Answer each question along the left-hand side of the form assigning a rating of 1-5 for each question, with 5 being the strongest.  Total each column after you’ve finished, then add all five columns together for a grand total.  The higher the score, the more potential the concept has of becoming a successful franchise.

	
	1
	2
	3
	4
	5

	1. Does your business have an established track record of more than five years?
	
	
	
	
	

	2. Do you and/or any of your partners have experience in the business greater than the period of time your business has been in operation?
	
	
	
	
	

	3. Does your business have 10 or more locations?
	
	
	
	
	

	4. During the time your business has been in operation, has it maintained average net profits in each location of more than $200,000?
	
	
	
	
	

	5. Does the business generate repeat customers on a frequency greater than two times per month?
	
	
	
	
	

	6. Does the business attract customers from a 5 mile radius or greater?
	
	
	
	
	

	7. Do you have more than $250,000 to invest in the development of your franchise concept?
	
	
	
	
	

	8. Do you and/or any of your partners have business management experience greater than 10 years?
	
	
	
	
	

	9. Will the start-up requirements for franchisees be less than $25,000?
	
	
	
	
	

	10. Are training requirements less than three months?
	
	
	
	
	

	11. Does your business have international adaptability?
	
	
	
	
	

	12. Rate the competitiveness of your industry.
	
	
	
	
	

	13. Have you received more than 10 franchising inquiries in the last year?
	
	
	
	
	

	Total of Each Column


	
	
	
	
	

	Total Score


	


General Market Survey

1. Are you:

· Male

· Female

2. What is your age?

· 18-24

· 35-44

· 55-64

· 25-34

· 45-54

· 65 or over

3. What is the highest level of formal education you have completed?  (Please check only one.)

· Attended High School

· Attended College

· Post-Graduate Study Without Degree

· Graduated High School

· Graduated College

· Post-Graduate Degree

4. What is your marital status?

· Married

· Separated or Divorced

· Single, Never Married

· Widowed

5. How many children under the age of 18 live in your household?  __________

6. What is your total annual personal income?  (Include income from all sources— salary, bonuses, investment income, rents, royalties, etc.  Please check only one.)

· Less than $30,000

· $40,000 - $49,999

· $60,000 - $74,999

· $100,000 - $149,999

· $250,000 - $499,999

· $1 million or more

· $30,000 - $39,999

· $50,000 - $59,999

· $75,000 - $99,999

· $150,000 - $249,999

· $500,000 - $999,999

7. In which state and ZIP code area is your main residence?

State:  _____________    ZIP code:  _____________

8. What is your total annual household income?  (Include income for all family members and include all sources—salary, bonuses, investment income, rents, royalties, etc.  Please check only one.)

· Less than $30,000

· $40,000 - $49,999

· $60,000 - $74,999

· $100,000 - $149,999

· $250,000 - $499,999

· $1 million or more

· $30,000 - $39,999

· $50,000 - $59,999

· $75,000 - $99,999

· $150,000 - $249,999

· $500,000 - $999,999

9. a. Do you own a home, condominium or co-op as your primary residence?

· Yes

· No

b. If “Yes,” what is the present market value of your primary residence?

· Under $100,000

· $200,000 - $299,999

· $500,000 - $749,999

· $1 million - $1.9 million

· $100,000 - $199,999

· $300,000 - $499,999

· $750,000 - $999,999

· $2 million or more

If $2 million or more, please estimate value:  _______________________________ (please specify)

10. Do you own a second home, condominium or co-op?

· Yes

· No

11. What is the total net worth of yourself and all members of your household?  Include the estimated market value of your business if you own one, all real estate, including primary residence, car, household possessions, bank accounts, stocks, bonds and other investments and assets.

· Less than $50,000

· $100,000-$249,999

· $500,000-$749,999

· $1 million -$1.4 million

· $2 million -$4.9 million

· $10 million and over

· $50,000-$99,999

· $250,000-$499,999

· $750,000-$999,999

· $1.5 million -$1.9 million

· $5 million -$9.9 million

Home Office Worksheet

Use this handy work sheet to locate and design your home office.

List three possible locations in your home for your office, which should include a work area for you and enough space for your desk, computer and telephone:

1. _____________________________________________________________________________________________________

2. _____________________________________________________________________________________________________

3. _____________________________________________________________________________________________________

Make a physical survey of each location:

· Are phone and electrical outlets placed so that your equipment can easily access them?  Or will you be faced with unsightly, unsafe cords snaking across the carpet?

· Measure your space.  Will your current desk or table (or the one you have your eye on) fit?

· Do you have adequate lighting?  If not, can you create or import it?  Is there proper ventilation?

· What is the noise factor?

· Is there room to spread out your work?

· Optional:  How close is it to the coffeemaker?  Refrigerator?  (This can be either a plus or minus, depending on your current jitter factor and waistline.)

Next, list three possible home locations for your inventory:

1. ____________________________________________________________________________________________________

2. ____________________________________________________________________________________________________

3. ____________________________________________________________________________________________________

Again, make a survey of each location:

· Is it climate-controlled?  Will you need climate control?

· Is there adequate lighting, ventilation and space for you to easily access your inventory?

· Will you need to construct special shelving or add other storage space?  If so, make notes here:


_____________________________________________________________________________________________________


_____________________________________________________________________________________________________


_____________________________________________________________________________________________________


_____________________________________________________________________________________________________


_____________________________________________________________________________________________________


_____________________________________________________________________________________________________

Independent Contractor’s Agreement

Date ______________

Dear ______________________________:

The following will outline our agreement and summarize the terms of the arrangement that we have discussed.

You have been retained by ____________________________ as an independent contractor for the project of __________________________________________________________________.

You will be responsible for successfully completing the above-described project according to specifications and within the policy guidelines discussed. 

The project is to be completed by ___________________________ (date) at a cost not to exceed $__________.

You will invoice us for your services rendered at the end of each month.

We will not deduct or withhold any taxes, FICA or other deductions that we are legally required to make from the pay of regular employees.  As an independent contractor, you will not be entitled to any fringe benefits, such as unemployment insurance, medical insurance, pension plans or other such benefits that would be offered to regular employees.

During this project, you may be in contact with or directly working with proprietary information that is important to our company and its competitive position.  All information must be treated with strict confidence and may not be used at any time or in any manner in work you may do with others in our industry.

If you agree to the above terms, please sign and return one copy of this letter for our records.  You may retain the other copy for your files.

Agreed:

Independent Contractor __________________________________________ Date ___________

Company Representative _________________________________________ Date ___________

Industry Analysis Checklist

Use this checklist to help you define your position in your industry and identify possible niche markets for your product.

· Are there any new competitors in the arena?  Does everyone think this is a hot idea?

· Have any gone out of business recently?  Why?

· If there have been no new entries in the market, is it because there are fatal flaws with the concept, or because you are the first in a new idea, or because you have figured out how to overcome problems others didn’t solve?

· Are there a small number of competitors for a large market, or a large number for a small market?

· If all the other competitors are large companies, can you fir in a small but profitable niche, or do you have the capital to compete head-to-head, or are you at risk of being attacked by large, established corporations?

· If there had been no recent innovation in your market, is it because the profit margins aren’t there to make it profitable, or because the corporations are getting lazy and staid and giving you a legitimate opportunity?

· Is there room for improvement in the quality of service given to the market (for example, the Postal Service), which will give a new/small company an edge?

· What is the history of your market?  New markets, like microwaveable foods when microwaves were first invented, grow and change quickly.  Old markets, like radio manufacturing, may be more difficult to enter.  In and old market you must have a new idea, a real edge.  In a new market, you need to be fast. 

Job Analysis

Date ______________________________

Prepared By________________________

Title ______________________________

Department ________________________

	Job Title:
	Reports to:


Education/Experience Required

	

	

	

	


Goals/Objectives of Position

	

	

	

	


Knowledge/Skills Required

	

	

	

	


Physical Requirements

	

	

	

	


Special Problems/Hazards

	

	

	

	


Job Description

Date _______________________________

Prepared By_________________________

Title ________________________________

Department__________________________

Job Description

	Job Title:
	Reports to:

	Job Summary:

	

	

	Salary Range & Benefits:

	Hours Required:


Major Duties

	1. 

	2. 

	3. 

	4. 

	5. 

	6. 

	7. 

	8. 

	9. 

	10. 


Minor Duties

	1. 

	2. 

	3. 

	4. 

	5. 

	6. 

	7. 

	8. 

	9. 

	10. 


Relationships

	Number of People Supervised:

	Person Assigning Work Assignments:


Market Research Cost Analysis

	Mail Surveys
	Cost

	Printing questionnaires
	

	Envelopes
	

	Postage for mailing questionnaire and for return postage
	

	Incentives for questionnaire response
	

	Staff time and cost for analysis and presentation of results
	

	Independent researcher cost
	

	Other costs
	

	Total Mail Survey Costs
	
	


	Phone Surveys
	Cost

	Preparation of the questionnaire
	

	Interviewer’s fee
	

	Phone charges
	

	Staff time and cost for analysis and presentation of results
	

	Independent researcher cost
	

	Other costs
	

	Total Phone Survey Costs
	
	


	Personal Interviews
	Cost

	Printing of questionnaires and prompt cards
	

	Interviewer’s fee and expenses
	

	Incentives for questionnaire response
	

	Staff time and cost for analysis and presentation of results
	

	Independent researcher cost, if any
	

	Other costs
	

	Total Personal Interviews Costs
	
	


	Group Discussion
	Cost

	Interviewer’s fee and expenses in recruiting and assembling the groups
	

	Renting the conference room or other facility and cost of recording media such as tapes, if used
	

	Incentives for group participation
	

	Staff time and cost for analysis and presentation of results
	

	Independent researcher cost, if any
	

	Other costs
	

	Total Group Discussion Costs
	

	Total Market Research Costs
	


Market Planning Checklist

Before you launch a marketing campaign, answer the following questions about your business and your product or service.

· Have you analyzed the market for your product or service?  Do you know which features of your product or service will appeal to different market segments?

· In forming your marketing message, have you described how your product or service will benefit your clients?

· Have you prepared a pricing schedule?  What kinds of discounts do you offer, and to whom do you offer them?

· Have you prepared a sales forecast?

· What type of media will you use in your marketing campaign?

· Have you planned any sales promotions?

· Have you planned a publicity campaign?

· Do your marketing materials mention any optional accessories or added services that consumers might want to purchase?

· If you offer a product, have you prepared clear operating and assembly instructions?  What kind of warranty do you provide?  What type of customer service or support do you offer after the sale?

· Do you have product liability insurance?

· Is your style of packaging likely to appeal to your target market?

· If your product is one you can patent, have you done so?

· How will you distribute your product?

· Have you prepared job descriptions for all of the employees needed to carry out your marketing plans?

Mission Statement Worksheet

To develop an effective mission statement, ask yourself these questions:

· Why does my company exist?  Who do we serve?  What is our purpose?


_____________________________________________________________________________________________________


____________________________________________________________________________________________________


____________________________________________________________________________________________________


____________________________________________________________________________________________________

· What are our strengths, weaknesses, opportunities and threats?


____________________________________________________________________________________________________


____________________________________________________________________________________________________


____________________________________________________________________________________________________


____________________________________________________________________________________________________

· Considering the above, along with our expertise and resources, what business should we be in?


____________________________________________________________________________________________________


____________________________________________________________________________________________________


____________________________________________________________________________________________________


____________________________________________________________________________________________________

· What is important to us?  What do we stand for?


____________________________________________________________________________________________________


_____________________________________________________________________________________________________


_____________________________________________________________________________________________________


____________________________________________________________________________________________________

Now that you’ve answered those questions, you are ready to write your own mission statement.  Use the area below.

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

Sample Brand Loyalty Survey

This sample brand loyalty survey can be used to gauge how loyal consumers remain to a given brand and the reasons why they do or do not remain so.  In this example, the product of interest is cars. 

1. Please check all types of cars your business owns in column A, how many in column B, and if your company plans to purchase a type of car within the next 12 months in column C.

	Types
	A
	B
	C

	
	Owns
	How Many?
	Plans to

Purchase?

	SUV
	
	
	

	Coupe
	
	
	

	Sedan
	
	
	

	Truck
	
	
	

	Minivan
	
	
	

	Sports car
	
	
	


2. Please check all the makes of cars listed below that your business owns in column A and the makes of cars your business plans to purchase in column B.

	
	A
	B
	
	A
	B

	Makes
	Owns
	Plans to

Purchase?
	Brands
	Owns
	Plans to

Purchase?

	Acura
	
	
	Lexus
	
	

	Audi 
	
	
	Lincoln
	
	

	BMW
	
	
	Mazda
	
	

	Cadillac
	
	
	Mercedes-Benz
	
	

	Chevrolet
	
	
	Mitsubishi
	
	

	Chrysler
	
	
	Mercury
	
	

	Dodge
	
	
	Nissan
	
	

	Ford
	
	
	Oldsmobile
	
	

	Honda
	
	
	Toyota
	
	

	Infiniti
	
	
	Volkswagen
	
	

	Jeep
	
	
	Volvo
	
	

	Other: _____________________
	
	
	


Simple Contract

This Contract is entered into by and between ________________, [AN INDIVIDUAL, OR TYPE OF BUSINESS ENTITY] (“First Party”), and ________________, [AN INDIVIDUAL, OR TYPE OF BUSINESS ENTITY] (“Second Party”).  The term of this Agreement shall begin on [BEGIN DATE] and shall continue through its termination date of [END DATE].

The specific terms of this Contract are as follows:

In consideration of the mutual promises set forth herein, the First Party covenants and agrees that it shall ____________________________________________________________________________ _______________________________________________________________________________________________________________________________________________________________________________________________________________.  

The Second Party covenants and agrees that it shall _________________________________________ _________________________________________________________________________________________________________ ________________________________________________________________________________________________________.

This Contract may not be modified in any manner unless in writing and signed by both Parties.  This document and any attachments hereto constitute the entire agreement between the Parties.  This Contract shall be binding upon the Parties, their successors, heirs and assigns and shall be enforced under the laws of the State of ____________.

___________________________________
___________________________________

(Signature) 
(Signature)

___________________________________
___________________________________

(Printed Name) 
(Printed Name)

___________________________________
___________________________________

(Address)
(Address)

Date: _________________, 20___
Date: ______________, 20____

Startup Costs Worksheet

The following two worksheets will help you to compute your initial cash requirements for your business.  They list the things you need to consider when determining your startup costs and include both the one-time initial costs needed to open your doors and the ongoing costs you'll face each month for the first 90 days.

Startup Capital Requirements - One-time Startup Expenses

	Startup Expenses
	Amount
	Description

	Advertising
	
	Promotion for opening the business

	Starting inventory
	
	Amount of inventory required to open

	Building construction
	
	Amount per contractor bid and other

	Cash
	
	Amount needed for the cash register

	Decorating
	
	Estimate based on bid if appropriate

	Deposits
	
	Check with utility companies

	Fixtures and equipment
	
	Use actual bids

	Insurance
	
	Bid from insurance agent

	Lease payments
	
	Fee to be paid before opening

	Licenses and permits
	
	Check with city or state offices

	Miscellaneous
	
	All other

	Professional fees
	
	Include CPA, attorney, etc.

	Remodeling
	
	Use contractor bids

	Rent
	
	Fee to be paid before opening

	Services
	
	Cleaning, accounting, etc.

	Signs
	
	Use contractor bids

	Supplies
	
	Office, cleaning, etc. supplies

	Unanticipated expenses
	
	Include an amount for the unexpected

	Other
	
	

	Other
	
	

	Other
	
	

	
	
	

	Total Startup Costs
	
	Amount of costs before opening


Startup Capital Requirements - Repeating Monthly Expenses

	Expenses
	Amount
	Description

	Advertising
	
	

	Bank service fees
	
	

	Credit card charges
	
	

	Delivery fees
	
	

	Dues and subscriptions
	
	

	Health insurance
	
	Exclude amount on preceding page

	Insurance
	
	Exclude amount on preceding page

	Interest
	
	

	Inventory
	
	See **, below

	Lease payments
	
	Exclude amount on preceding page

	Loan payments
	
	Principal and interest payments

	Office expenses
	
	

	Payroll other than owner
	
	

	Payroll taxes
	
	

	Professional fees
	
	

	Rent
	
	Exclude amount on preceding page

	Repairs and maintenance
	
	

	Sales tax
	
	

	Supplies
	
	

	Telephone
	
	

	Utilities
	
	

	Your salary
	
	If applicable for first three months

	Other
	
	

	Total Repeating Costs
	
	

	Total Startup Costs
	
	Amount from preceding page

	Total Cash Needed
	
	


*Include the first three months’ cash needs unless otherwise noted.

**Include amount required for inventory expansion.  If inventory is to be replaced from cash sales, do not include here.  Assume sales will generate enough cash for replacements.

Strategic Planning Meeting Checklist

A strategic planning meeting should be held at least once a year and should include all executive managers as well as any key supervisors with front-line knowledge and experience.  Bring a copy of your company’s business plan to the meeting so it can be referred to when needed.  Keep in mind the purpose of the meeting, which is to evaluate past projects and goals and to develop new strategies based on opportunities discovered through market research and analysis.

The following list can help create a more effective strategic planning meeting:

· The meeting should be held off-site in a casual setting so participants will feel relaxed but away from distractions. 

· Make sure everyone knows that each person will be treated as an equal and everyone will have an equal voice in terms of suggestions and criticisms.

· To promote a more comfortable atmosphere, have everyone dress in casual clothing.

· Encourage discussion of subjects mentioned in the meeting.  This will not only encourage more brainstorming as the meeting progresses, but it will also serve to fully define the subject and determine its merits.

· Don’t let the meeting digress into endless criticism.  Point out areas that merit praise, and when discussing areas of weakness, explain how certain suggestions may not fit into the overall scope of the company’s strategy.

· Don’t try to prioritize items brought up in the meeting.  The strategic planning meeting is mainly a brainstorming session where ideas are explored in relation to their strategic impact on the business.

· Don’t assume that everyone will come with a notepad and pen.  Make sure you provide both.

· Make sure you cover each topic thoroughly before progressing to the next.  Keep in mind that you are exploring strategic solutions.  When discussing each subject, apply timelines for specific actions after the meeting has been adjourned.

· Write a summary of the meeting and circulate it to everyone who is part of the strategic planning team.  Then, make sure you have follow-up meetings to review each person’s progress.

Target Market Worksheet

1. Describe your idea:

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

2. What will the concept be used for?

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

3. Where are similar concepts used and sold?

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

4. What places do your prospects go to for recreation?

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

5. Where do your prospects go for education?

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

6. Where do your prospects do their shopping?

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

7. What types of newspapers, magazines, and newsletters do your prospects read?

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

8. What TV and radio stations do your prospects watch and listen to?

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

_________________________________________________________________________________________________________

Trend Analysis Worksheet

To track emerging trends that can affect small businesses in general and your business in particular, you need to stay informed. 

· Read a major metropolitan newspaper, as well as one or two papers serving your local community.  This way, you can stay informed on current events on both local and global scales.

· Join associations that serve your industry.  To find an appropriate association, consult the Encyclopedia of Associations, published by Gale Research.  You can find this publication in larger libraries.

· Keep track of bestselling nonfiction books.  Although these books may not always apply directly to your business, they may reveal trends that you can use to your advantage.

· Contact government agencies or consult government publications for industry-specific information.  The departments of Commerce and Labor as well as the Census Bureau, for instance, have data tracking various industry trends.  You might also consult large libraries (particularly those in large public universities) for information gathered by the government.  Such libraries often have sections devoted to government publications.

· Contact manufacturers, wholesalers and distributors serving your industry.  They can furnish information on their products and on market research they may have done.

· If you have access to an online information service, you might be able to find a source of the latest information on your industry.

· Subscribe to relevant trade periodicals and newsletters.  Many trade associations publish periodicals, which are usually filled with valuable management tips, industry trends, buying guides, etc.

· Attend industry conventions and inventor trade shows.  These venues offer an exciting array of information regarding specific industries as well as new product ideas.

· Read journals and magazines on a local as well as national level that deal with small-business or business in general.  Publications like the Wall Street Journal and Entrepreneur are valuable sources of trends that are developing on a national scale, and of detailed information on specific business opportunities.  Local business journals that cover key developments in your own community are also important because you can track new ideas and trends that appeal to a specific geographic market.
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