Ten Steps to Visualize Your List of Accomplishments

Struggling with updates to your business plan?  Is there a way to visualize progress?  Ten simple steps to create a “visual snapshot” of your schedule are included below.

Much has been written by experts concerning the utmost importance of creating a business plan for emerging or existing businesses. Some consider this a daunting task.  Consider the business plan as a “living” document.  (Living means modifying the business plan as changes happen.)  Annotate changes in the business plan when new information is acquired, answers to questions achieved or other remaining research completed.  The same goes for quarterly or annual financial statements.  In order to jump start progress, below is a way to visualize (and track) progress:

1. Gather all the lists you have about starting your business.

2. Gather all notes of questions that you have as well.

3. Consolidate lists and questions into one electronic file.

4. Enter these items and questions into a spreadsheet.  (Definitely a great start!)  Others may prefer entering information into a table in a word processing application.  (Also excellent!)

5. Add the following three columns to the right of your list of to-dos:

a. Start Date column.

b. End Date column.

c. Proposed/Goal Completion Date column.

6. Review each of your items and enter start dates, if you have already begun the item or task.

7. Review each item and enter applicable end dates.

8. Review items not yet started and add proposed or goal completion dates.

9. Voila!  Take a renewed look at this new list.  Looks less daunting, now that dates are entered.  Or if no dates yet, use this tool to set up timeframes to accomplish your list of remaining items.

10. Update this list as you accomplish items of research or other details for your business plan.  Incremental successes are motivating!  Keep up the good work!
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