Worksheet 1: Facility Profile

	Address of building that houses our space:

	Location of our space in the building:

	Square footage: _____ ft2 

	How our space will be used:

	Floor plan attached?  Yes  No

	Key features:

	Parking availability:

	Major transportation routes and public transit it is close to:

	Home-based, rental, lease, or purchase?


	If Renting or Leasing
	If Buying

	Leasing company/landlord:
	Name of mortgage holder:

	Contact person:
	Contact person:

	Phone number:
	Phone number:

	Terms of lease:
	Term of mortgage: _____ years

	Restriction on use:
	Amortization: _____ months

	Payment: $ _______ every ____________
	Payment: $ _______ every ____________


Required Improvements:

	To be Paid by Landlord
	To be Paid by Us

	
	

	
	

	
	


Average Monthly Utility & Maintenance Costs:

	Electric: $ __________
	Gas:              $ __________
	Sewer: $ __________

	Water:   $ __________
	Maintenance: $ __________
	Other:  $ __________

	Total monthly costs: $ __________
	


	Facility Critical Success Factors:




Worksheet 2: Our Production Process

Critical Success Factors – Describe briefly those few things that must go right at each stage of your production process.

1. The things that must go right when it comes to getting what we need from our suppliers are: 

	

	

	

	

	

	


This step will take about _____ hours, days, weeks (underline one).

2. The things that must go right when it comes to preparing our products and services for sale are:

	

	

	

	

	

	


This step will take about _____ hours, days, weeks (underline one).

3. The things that must go right when it comes to delivering our products and services to our customers are:
	

	

	

	

	

	

	


This step will take about _____ hours, days, weeks (underline one).

4. Production capacity:

	We will be able to produce
	_________
	___________________
	per __________.

	
	# of units
	units of production
	day? week? month?


	Comments:

	


Worksheet 3a: A Typical Day In Our Business

	Time
	Typical Business Activities

	4:00 to 5:00am
	

	5:00 to 6:00
	

	6:00 to 7:00
	

	7:00 to 8:00
	

	8:00 to 9:00
	

	9:00 to 10:00
	

	10:00 to 11:00
	

	11:00 to Noon
	

	Noon to 1:00pm
	

	1:00 to 2:00
	

	2:00 to 3:00
	

	3:00 to 4:00
	

	4:00 to 5:00
	

	5:00 to 6:00
	

	6:00 to 7:00
	

	7:00 to 8:00
	

	8:00 to 9:00
	

	9:00 to 10:00
	

	10:00 to 11:00
	

	11:00 to midnight
	

	midnight to 1:00am
	

	1:00 to 2:00
	

	2:00 to 3:00
	

	3:00 to 4:00
	


Worksheet 3b (alternate): A Typical Week In Our Business

	Day
	Typical Business Activities

	Monday
	

	
	

	
	

	
	

	Tuesday
	

	
	

	
	

	
	

	Wednesday
	

	
	

	
	

	
	

	Thursday
	

	
	

	
	

	
	

	Friday
	

	
	

	
	

	
	

	Saturday
	

	
	

	
	

	
	

	Sunday
	

	
	

	
	

	
	


Worksheet 4: Operational Planning – Who Will Do What?

	Business task
	Who is going to do this?
	Notes

	Marketing
	
	

	Overall marketing management
	
	

	Identify the best customers
	
	

	Select the products and services to sell
	
	

	Determine/refine our pricing
	
	

	Make promotion decisions
	
	

	Implement promotions
	
	

	Sell to customers
	
	

	Negotiate sales contracts
	
	

	Ensure customers are happy
	
	

	Operations
	
	

	Overall operations management
	
	

	Order our supplies and inventory
	
	

	Make the product or deliver the service
	
	

	Ensure our facility is safe, clean, and customer-friendly
	
	

	Ensure our equipment is running smoothly
	
	

	Employees
	
	

	Overall employee management
	
	

	Recruit the new employees
	
	

	Train the new employees
	
	

	Supervise the employees
	
	

	Handle employee-related problems
	
	

	Prepare the payroll
	
	

	Money
	
	

	Overall money management
	
	

	Prepare invoices and collect payment
	
	

	Work the cash register / prepare receipts
	
	

	Prepare the deposits
	
	

	Do the bookkeeping
	
	

	Prepare the financial statements
	
	

	Pay the bills and taxes
	
	

	Other Tasks
	
	

	Answer the phone
	
	

	Write and mail letters
	
	

	
	
	

	
	
	

	
	
	


Worksheet 5a: Our Start-up Requirements

(What We Have & What We’ll Need to Get)

	Category
	Items We

Already Have
	Items We Will Need
	Budget for Items
	Date Required

	1st month’s rent / purchase down payment
	
	
	
	

	Deposits
	
	
	
	

	Improvements / fixtures / signs
	
	
	
	

	Other facility requirements
	
	
	
	

	Furniture
	
	
	
	

	Production equipment
	
	
	
	

	Office equipment
	
	
	
	

	Vehicles
	
	
	
	

	Starting inventory
	
	
	
	

	Production materials / supplies
	
	
	
	

	Office supplies
	
	
	
	

	Promotional costs
	
	
	
	

	Licenses and permits
	
	
	
	

	Trade or professional memberships
	
	
	
	

	Professional fees (accounting, legal, etc.)
	
	
	
	

	Insurance and bonding
	
	
	
	

	Pre-start-up payroll
	
	
	
	

	Training for me and my staff
	
	
	
	

	Business phone, fax, & internet
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total $
	12,225.00
	


Worksheet 5b: Detailed Equipment & Supplies List (Confirmed Costs)

	Item
	Quantity
	Cost/Unit
	Total Cost
	Supplier

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Worksheet 6: Supplier Comparison for Major Purchases

(copy as many as needed)

	Item to be Purchased: _________________
	Budget: $ ______
	Date Required: ______


Description:

	

	

	


	Contact Information
	Supplier #1
	Supplier #2
	Supplier #3

	Company name
	
	
	

	Address
	
	
	

	Contact person
	
	
	

	Phone number
	
	
	

	Model or type
	
	
	

	Priorities & Specifications
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Their list price for this item
	
	
	

	Their terms of sale
	
	
	

	Their lead time

	
	
	


Supplier we have selected: ______________________________

The agreed price and terms of sale: $____________________________________________

Reasons we have selected this supplier: 

	

	

	

	


Worksheet 7: Inventory Management

“How Much Inventory Should I Order?”   

Good inventory management is vital to the success of a business.  Order too much, and you tie up precious dollars in excess inventory that just sits on the shelf.  Order too little, and you miss volume discounts and run the risk of running out of stock and losing sales.  When it comes to determining the amount of inventory you should order, you need to balance two things: 
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Marketing

Name: __________

Operations

Name: __________

Financial

Name: __________

Other: ___________

Name: __________

Overall Management

Name: __________


For example, suppose your supplier is offering the following terms:

	Option
	Order Size
	Per Unit Price
	Total Cost of Order

	A
	100 units
	$100
	$10,000

	B
	200 units
	$70
	$14,000

	C
	300 units
	$60
	$18,000


The Case For Option B:

At first look, option A may look like the way to go, because its total cost is $8,000 less than option C.  However, option A’s per unit price is $40 more, and you’re only get one-third of the inventory as in option C.  You’d need to make three “option A” orders, at a total cost of $30,000, to get the same amount inventory as in option C.  So, over the long term, you would actually save $12,000 by going with option C (three “option A” orders for a total of $30,000 versus one “option B” order of $18,000).  Also, with option C, you’d have more inventory and be in a better position to deal surprises like delivery delays and greater-than-expected sales.   

The Case for Option A:

Okay, so option C looks pretty good.  But what if you’ve only got $10,000 to spend on inventory?  It won’t really matter that option C is the “more economical” option.  Or what if you’re only projecting sales of 175 units for your first year?  If you meet your sales projections, you’re going to end up carrying 125 units over into the next year (300 purchased – 175 sold).  This may not be a problem if you’re selling bricks, but it could be a problem if you’re selling clothing and the fashions have changed.

The Bottom Line:

Try to order the largest, most-discounted volume you can afford, that you will be able to re-sell in a reasonable amount of time (what’s “reasonable” will depend upon your business).  In the example above, perhaps option B is the way to go – the total order amount is $4,000 less than option C and the per unit cost is $25 less than in option A.  The worksheet on the following page should help you to do the kind of analysis we’ve just done here.

Inventory Order Quantity Worksheet (complete one per inventory item)

	Inventory Item: _______________________

Supplier: ________________________________
	Can we finance this amount?
	How long would it take to sell this amount of inventory?
	Is this a reasonable amount of time?

	Order

option
	Amount of Units
	Per Unit Cost
	Total Cost for Order
	
	
	

	A
	
	$
	$
	Yes    No
	
	Yes    No

	B
	
	
	
	Yes    No
	
	Yes    No

	C
	
	
	
	Yes    No
	
	Yes    No

	D
	
	
	
	Yes    No
	
	Yes    No

	E
	
	
	
	Yes    No
	
	Yes    No

	F
	
	
	
	Yes    No
	
	Yes    No

	G
	
	
	
	Yes    No
	
	Yes    No

	H
	
	
	
	Yes    No
	
	Yes    No


Start-Up Inventory Worksheet

Once you’ve figured out how much of each inventory item you’re going to order, you can use this worksheet to pull it all together. 
	Supplier 
	Item
	Unit
	# of Units to Start
	Cost per unit
	Total Cost

	
	
	
	
	$
	$

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	Total
	$


“When Should I Reorder My Inventory?”

Okay, you’ve made your first order.  Now, when should you reorder your inventory?  Your reorder point can be calculated quite easily using the following formula:

Reorder Point = (Lead Time x Usage Rate) + Safety Stock

Definitions:

· Reorder Point: the point (measured in the amount of inventory) at which you should reorder an inventory item.

· Lead Time: the amount of time (usually days or weeks) between the moment you place an order with your supplier and when you take possession of the goods.

· Usage Rate: the number of units of inventory you plan to sell per day or week.  This will be based upon your sales projections.

· Safety Stock: the amount of inventory you want to have on hand to cover unexpectedly high sales or unexpected delivery delays.
For example:

Suppose your supplier’s lead time is 2 weeks, you’re planning to sell 10 units per week, and you want to have 25 units on hand to cover any surprises.  Then your reorder point would be 45 units, calculated as follows:

Reorder Point = (2 weeks x 10 units per week) + 25 units = 45 units

It’s important to note that you will likely have different re-order points for each inventory item, or group of inventory items.  You can use the following worksheet to help calculate the reorder point of your different inventory items.

Reorder Point Worksheet

	Inventory Item
	Supplier
	Lead time (in days, weeks, or months)
	Usage rate (in units per day, week, or month)
	Safety stock (in units)
	Reorder Point (in Units)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Worksheet 8: Organizational Planner
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Worksheet 9: Job Description for ____________________

	To be supervised by: ________________
	Pay range: $ ______ to $______ per _______

	Permanent or temporary (circle one)?
	Number of hours per week: ________

	If temporary, for what period?   ____________________________________________


Level of supervision required:

	· No supervision
	· Periodic supervision
	· Ongoing supervision


Supervision comments:

	

	

	


Typical job duties:

	

	

	

	

	

	

	

	

	

	

	


Capabilities:

	Minimum acceptable education:


	Desired education:

	Minimum acceptable experience:


	Desired experience:

	Minimum acceptable knowledge and abilities:


	Desired knowledge and abilities:


Worksheet 10: Standard Job Application

Please Note:

It is our policy to provide equal employment opportunity to all qualified persons without regard to race, creed, color, religious belief, sex, age, national origin, ancestry, physical or mental handicap, or veteran status.

Personal Information:

Name: Last __________ First __________ Middle _________ Date __________

Street Address ______________________________________________________

City ______________________ State ____________ Zip _________________

Telephone ( ) ________________ Social Security # ____________________

Position applied for ___________________________________________________

How did you hear of this opening ________________________________________

When can you start _____________________ Desired Wage $ ______________

Are you a U.S. citizen or otherwise authorized to work in the U.S. on an unrestricted basis?

[  ] Yes [  ] No

Are you looking for full time employment? [  ] Yes [  ] No

If no, what hours are you available? _______________

Are you willing to work swing shift? [  ] Yes [  ] No

Are you willing to work graveyard? [  ] Yes [  ] No

Have you ever been convicted of a felony? [  ] Yes [  ] No

If yes, please fully describe the circumstances: 

	

	

	


Education: School Name and Location Year Major Degree

	
	School Name
	Location (City & State)
	Certificate, Diploma, or Degree Earned
	Years Attended

	High School
	
	
	
	from:

to:

	College
	
	
	
	from:

to:

	Other
	
	
	
	from:

to:

	
	
	
	
	from:

to:


In addition to your education, are there are other skills, qualifications, or experience we should consider:

	

	


Employment History: (Start with most recent employer.)

Company name __________________________

Address ________________________________________ Telephone _________________

Date Started _______ Starting Wage _______ Starting Position ____________________________

Date Ended ________ Ending Wage _______ Ending Position _______________________________

Name of Supervisor ___________________ May we contact? [  ] Yes [  ] No

Responsibilities __________________________________________________________________

Reason for leaving ________________________________________________________________

Company name __________________________

Address ________________________________________ Telephone _________________

Date Started _______ Starting Wage _______ Starting Position ____________________________

Date Ended ________ Ending Wage _______ Ending Position _______________________________

Name of Supervisor ___________________ May we contact? [  ] Yes [  ] No

Responsibilities __________________________________________________________________

Reason for leaving ________________________________________________________________

Company name __________________________

Address ________________________________________ Telephone _________________

Date Started _______ Starting Wage _______ Starting Position ____________________________

Date Ended ________ Ending Wage _______ Ending Position _______________________________

Name of Supervisor ___________________ May we contact? [  ] Yes [  ] No

Responsibilities __________________________________________________________________

Reason for leaving ________________________________________________________________

Attach additional information if necessary.

Please read the following statement carefully.  If you agree to comply with this statement, then please sign your name and write in today’s date below.

“I certify that the facts set forth in this application for employment are true and complete to the best of my knowledge. I understand that if I am employed, false statements on this application shall be considered sufficient cause for dismissal. This company is hereby authorized to make any investigations of my prior educational and employment history. I understand that employment at this company is "at will," which means that either I or this company can terminate the employment relationship at any time, with or without prior notice, and for any reason not prohibited by statute. All employment will continue on that basis. I understand that no supervisor, manager, or executive of this company, other than the president has the authority to alter the foregoing.”

Signature _________________________ Date ____________________

Ordering a smaller amount, to keep the bill lower





Ordering a larger amount, to get volume discounts and to lower the risk of running out of stock and missing sales. 





And





Managers (





“The Boss” (





Organizational Success Factors:





Staff (
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� “Lead Time” is the amount of time between the moment you place an order to when your take possession.
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