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Not just a one-and-done book with
business concepts, but an actual playbook
with how-to’s, tips, tools, and reminders to
help us manage all the tasks associated
with running a successful business.

A book with plays that are updated every
year to reflect the way we do business
now, not five, ten, or twenty years ago.

As much as we loved the idea, we
wondered how one book could work for
everyone.

Our original concept led to a lot of
brainstorming about what a playbook
would do and what type of plays it would

include.

Every business has unique goals and
needs, but certain themes are universal.

Lisa and | thought about how we would
use a playbook.

For us, a business playbook would
organize monthly and quarterly tasks.

It would remind us to do all those things
that micro-business owners and
solopreneurs overlook or avoid during the
year.

Finally, it would help us keep things
fresh by pursuing an annual theme.

We liked the sound of it, so we built
it.

The Business Guild’'s Annual
Playbook breaks down the year into

actionable quarterly and monthly
steps in five areas of business:

* Goals & Planning
+ Sales & Marketing
+ Customer Relationships
+ Back Office
Work/Life Balance

Each quarter will focus on a different topic
that supports our annual theme, Be
Audacious, and will include monthly
actions to help you apply some
audaciousness in every area of your
business.

We plan to use the playbook to guide our
annual game plan, and will post content
that coordinates and supports the
quarterly and monthly themes.

Thank you for choosing The Business
Guild’s Annual Playbook.

We'd love to hear how you're using it for
your business. Find us on LinkedIn or join
us in our private forum on
thebizguild.com.

Patricia Hammond

Co-founder, The Business Guild




How to Use the
Playbook




The idea for this playbook came from our
own needs and we're hoping it can be a
helpful resource for you, too!

As micro-business owners, we juggle a lot
of tasks. No matter how well organized we
are, there is always something that gets
forgotten - especially tasks that are
outside our areas of expertise.

We built The Business Guild’s Annual
Playbook around the belief that almost all
small businesses have a core group of
regular tasks that represent five distinct
areas of business:

* Goals & Planning

+ Sales & Marketing
Customer Relationships
Back Office

*  Work/Life Balance

This playbook has quarterly and monthly
tasks that support an annual theme.

This year's theme for The Business Guild is
‘Be Audacious.’ Every task, activity, and
challenge is built around the idea of
revving up our business by adding a little
audaciousness to our regular routines.
Feel free to use this theme, or create your
own.

We set up the playbook with activities
called ‘plays’ to help us stay on top of
common business tasks and create new
opportunities.

Every quarter has a short checklist of
recurring tasks. Some are maintenance
tasks like ‘inbox zero', others are
regulatory, like tax reporting. The quarterly
checklist contains fewer than ten tasks and
should be easy for a busy business owner
to manage each quarter.

In addition to quarterly tasks, each month
has five plays that correspond with each of
the five areas of business.

Months also have mini-themes designed to
direct that month’s activities. For example,
July’s theme is ‘Creating Opportunities’ and
includes basic tasks to help us create new
opportunities.

It sounds like a lot when you see it written
here, but most activities take less than an
hour to complete.

We've laid the groundwork by compiling an
entire year’'s worth of tools, tips, and
activities designed to help us - and you -
manage all five facets of our businesses.

We invite you to follow along and use the
playbook as is, or adapt it to your
business!






Innovation

We decided early on that The
Business Guild’s Annual Playbook

would have a theme you can use to
find inspiration and focus for both
yourself and your business.

The theme for 2023 is ‘Be
Audacious’.

After almost three years of a pandemic,
dealing with an energy crisis, and facing a
possible global recession, it feels like it's
time for a bold move.

Instead of playing it safe and hoping for

the best, let's step out of our comfort
zones.

Be brave, be daring, be fearless.

It doesn’t mean you should be reckless.

Audacity in business is about changing
things up and disrupting the status quo.

Use this year’s theme as a catalyst to take
on this year's challenges with
determination and confidence.

You may just find that your new focus is all
it takes to reach your goals and take your
business to the next level.

2023 Annual Playbook




Each quarter will focus on a different
topic that supports this year’s theme, Be
Audacious.

In addition to refining the theme for a
quarterly goal, each quarter also has a
recurring checklist with five tasks that
you should review or complete every
three months.

1. Get to Know Your Customers Day

Get to Know Your Customers Day is the
third Thursday of every quarter.

Thursday, January 19, 2023
Thursday, April 20, 2023
Thursday, July 20, 2023
Thursday, October 19, 2023

Nobody knows who started it, but it is a
great way to stay connected with
customers. It doesn't have to be

anything expensive or fancy. Many

companies offer giveaways, downloads,
or coupons. Some businesses also host
in-person or virtual events.

If you struggle to find time to nurture
customer relationships, this quarterly
activity is also a friendly reminder to

reach out through email or social media
and check in with your important
clients.

2. Blog / Social Media Content

Content is an area that many business
owners want to do, but push to the
bottom of the to-do list because they
don't have time.

We find the best way to overcome this is
to sit down once a quarter to schedule
your content for the next three months.
If you don't have time to create or curate
three months’ worth of content, make a
list of themes and content ideas so you
can jump right in when it's time to post.

3.IRS / Tax Deadlines

Depending on where your business is
located, you may have city, county,
state, and federal tax filing
requirements. We've put together a list
of the most common federal tax
deadlines, but you should check with
your accountant for a list of local
deadlines.




January

* January 16, 2023 4th Quarter 2022
estimated tax payment due

« January 31, 2023 deadline for
employers to send out W-2 forms

* January 31, 2023 deadline to send
out 1099 forms (1099-NEC,
1099-MISC)

March

*  March 15, 2023 Business tax
returns for partnerships, S
corporations, or LLCs that are
taxed as partnerships are due.
Note: This is for organizations that
use a calendar year. If your
company'’s fiscal year does not
start on January 1st.

April

*  April 15, 2023 1st quarter
estimated tax payment due

«  April 18, 2023 Tax deadline for C
corporations, sole proprietors
(Schedule C), single-member LLCs
or LLCs taxed as corporations

June

* June 15, 2023 2nd quarter
estimated tax payment due

September

+  September 15, 2023 3rd quarter
estimated tax payment due

C L [

Note: Quarterly estimated tax payments
include taxes on income and the 15.3%
self-employment tax. (see IRS
Publication 505 for more info.)

Inbox Zero

In a perfect world, we'd all clean up our
email inbox every week, but that rarely
happens. If you struggle to maintain a
tidy inbox, take some time once a
quarter to file important correspondence
and delete all those newsletters and
messages you no longer need.

End-of-Quarter Status Check

It's super easy to get bogged down in
day-to-day routines and lose track of the
big picture. At the end of the quarter, use
the Status Check Planner to get a quick
snapshot of where your projects are and
what's left to do.

This is also a great time to review any
issues, potential solutions, and new
opportunities that have cropped up over
the last three months. It should only take
about 15 minutes and will provide the
clarity you
need to
finish
projects and
reach your
goals.



https://www.irs.gov/publications/p505
https://www.irs.gov/publications/p505
https://thebizguild.newzenler.com/25436/files/6238914d54afa_1647874381_status-check-canvas.pdf

15t Quarter: January 1, 2023 - March 31, 2023

Audacity is about being bold and doing the things others are
afraid to do.

Our focus this quarter is on breaking out of the status quo by
making informed decisions. Instead of starting out with
resolutions that few people ever keep, this quarter will
emphasize holistic, intentional actions that will set you up for
success.

In other words, the first quarter's theme is Be the Boss.




15t Quarter Checklist - 2023

This list has five recurring tasks you need to complete each quarter. Some
are maintenance tasks like ‘inbox zero’, others are regulatory, like tax
reporting.

We tried to keep it simple enough to fit your busy schedule, just make sure
you check off each task as you go along.

o Get to Know Your Customers Day 1/19/23
o Blog / Social Media Content
o Planned
o Created/Curated
o Scheduled
o IRS / Tax Deadlines
Q January
o 1/16/23 4th Quarter 2022 estimated tax payment due
o 1/31/23 Employers send W-2 forms
o 1/31/23 Send 1099 forms (1099-NEC, 1099-MISC)
o March
O 3/15/23 Business tax returns due for partnerships, S
corporations, or LLCs that are taxed as partnerships.
NOTE: If your fiscal year does not start on January 1st, see
the IRS fiscal year guidelines for your tax reporting
deadline.

Don't forget to check with your state department of revenue for
individual state tax reporting requirements.

O Inbox Zero
0 End-of-Quarter Status Check (download Status Check Planner)



https://www.irs.gov/publications/p509#en_US_2023_publink100034239
https://thebizguild.newzenler.com/25436/files/6238914d54afa_1647874381_status-check-canvas.pdf

January is the perfect time to reset
& refresh...

Set yourself up to achieve the perfect
work/life balance by taking control of
your day.

Need a little help figuring out what your
perfect balance looks like?

See our article Create YOUR Perfect
Work/Life Balance & Have the Best Year
Ever!

Don't forget to download a work/life
balance worksheet.

The Success Funnel Podcast is your one-stop
source for everything you need to succeed.

« Planning

+ Leadership

+ People & Resources
*  Opportunity

* Success

Click the link below to hear the latest episodes
or join us as a guest!

successfunnelpodcast.com
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https://flackerymag.com/29302/files/63cac706112de_1674233606_create-your-perfect-work-life-balance-have-the-best-year-ever-flackery-winter-2021.pdf
https://flackerymag.com/29302/files/63cac706112de_1674233606_create-your-perfect-work-life-balance-have-the-best-year-ever-flackery-winter-2021.pdf
https://flackerymag.com/29302/files/63cac706112de_1674233606_create-your-perfect-work-life-balance-have-the-best-year-ever-flackery-winter-2021.pdf
https://thebizguild.net/25436/files/623c993c167ed_1648138556_work-life-balance-worksheet.pdf
https://thebizguild.net/25436/files/623c993c167ed_1648138556_work-life-balance-worksheet.pdf
https://thebizguild.net/success-funnel
https://thebizguild.net/success-funnel

JANUARY 2023

SUN MON TUE WED THU FRI SAT
1 2 3 4 5 6 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31

TO DO NOTES
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Success starts
with a goal...

As Antoine de Saint-Exupéry once said, “A
goal without a plan is just a wish.”

While it's great to have pie-in-the-sky
dreams, it takes defined SMART goals to
make them happen.

Specific

Measurable

Attainable

Relevant

« Timely

Goals provide a road map for how to get
from where you are right now to where
you want to be tomorrow by answering
four questions:

1. What are you going to do?

2. How are you going to do it?

3. How much will it cost?

4. When are you going to do it?
They also challenge your ‘why’ by asking
how the goal fits in your overall plan.

This is where resolutions fall short.
Whereas goals set a framework of
measurable, incremental steps, resolutions
are a statement of intent.

* | want to make money this year
* lwantto lose ten pounds
+ lwantto learn to speak Chinese

Download the Goal Planner

It's like saying you 'want to make a
chocolate cake'... without taking the time
to find a recipe, gather the ingredients,
make the batter, and bake it!

You may have an idea of how you want
something to turn out, but without a plan,
it's unlikely to happen.

Instead of making resolutions that end in
disappointment, download The Business
Guild's goal planner and make an action
plan to take your dreams from wishes to
reality.

Don't forget to make sure your new goals
tie to the current year’s business plan.

If you don't have a business plan, set aside
an afternoon to download the planner and
create one.



https://thebizguild.net/25436/files/6238914dc22fe_1647874381_goal-planner-canvas.pdf
https://thebizguild.net/25436/files/6238914dc22fe_1647874381_goal-planner-canvas.pdf
https://thebizguild.net/25436/files/6238914dc22fe_1647874381_goal-planner-canvas.pdf
https://thebizguild.net/25436/files/6238914dc22fe_1647874381_goal-planner-canvas.pdf

Did you know January 8 -
14 is National Home Office
Safety & Security Week?

Take a few minutes to do a mini-audit of
your home office.

O Areyour computer patches &
security updates current?

o Do you have a cybersecurity plan?
How will you respond in the event
of a data breach or critical
hardware failure?

Are your files backed up to a
secure location?

What is your plan for an extended
power or internet outage?

Are essential paper documents in a
fireproof box?

Is it time to shred old documents?
Are walkways to your office clear
with easy access to exits?

Are your cords organized? (This
includes cables & extension cords)
Do you have a smoke detector and
two points of egress?

Make sure outlets aren't
overloaded

Consider asking your electrician to
install an outlet on a separate
circuit for your electronics

If you meet clients at home, is your
driveway/walkway safe? No broken
sidewalks, free of ice/snow?

Don't forget to talk to your insurance
agent to make sure your business is
covered for damage, loss of income,
liability, and anything else that makes
sense for your business.

Jumpstart your 2023
marketing with a content
& social media plan!

Check out Lisa's tips for getting ahead of
your content.

Use the customer relationship
planner to create a customer
relationship strategy for this
quarter.

Download the Customer Relationship Planner

Need help? Take a look at our article How
to Create the Perfect Customer
Relationship Strategy in 7 Easy Steps.

2023 Annual Playbook



http://www.youtube.com/watch?v=nj1U9ooHTLs
https://flackerymag.com/29302/files/63cacb37ae8cc_1674234679_how-to-create-the-perfect-customer-relationship-strategy-in-7-easy-steps-flackery-summer-2022.pdf
https://flackerymag.com/29302/files/63cacb37ae8cc_1674234679_how-to-create-the-perfect-customer-relationship-strategy-in-7-easy-steps-flackery-summer-2022.pdf
https://flackerymag.com/29302/files/63cacb37ae8cc_1674234679_how-to-create-the-perfect-customer-relationship-strategy-in-7-easy-steps-flackery-summer-2022.pdf
https://thebizguild.net/25436/files/628ea38c80336_1653515148_customer-relationship-planner.pdf
https://thebizguild.net/25436/files/628ea38c80336_1653515148_customer-relationship-planner.pdf

Send your clients a

freebie, coupon, or speciat

offer!

Promote your
business by hosting
an event!

Hosting a virtual or

in-person eventis a
great way to build
relationships, connect

with clients, and
promote your business, products, and

services.

Common event types include:
networking, product launch, celebrating
a milestone, and product training.

Takee a snows M!

It's easy to become a hermit when the
days are cloudy and the nights are long.

Schedule a day off, whether it snows or
not, and get out of the office. If you
work from home, plan an activity
that will get you out

of the house.

(Moving your laptop

to the livingroom and Of<
working in front of (%Eg(@g‘lé
W

the TV does not count W

as a day offl)
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Do you ever look up at the end of the day
and wonder "what the heck did | do today?"

We've all been there. boosting your productivity ~ See Boost Your

is to figure out how you Productivity with Our

spend most of your time. Fantastic Time Tracker
Tool for details.

A stellar to-do list only goes
so far when you're the only
employee. If you're ready to take
, control of your time (so

If you want to get things ,

you can get things done
done, you have to be , .
: . and still have time for
proactive and optimize )

yourself), try our fantastic
your day. )

weekly time tracker tool

The first step towards for a week.

Do you fixate on the small stuff?
w;ﬁm?g Join Pat for the Done is Better Than
skl Perfect Mastermind and learn how to

recognize triggers and develop strategies

to overcome perfectionist habits that

inhibit productivity.

Every other Tuesday, 11:30 AM - 12:45 PM EST from 2/28/23 - 5/9/23

FREE for members/$75 for non-members

Next session starts 2/28/23

See our website for details



https://docs.google.com/spreadsheets/d/1kskkWudD5aC27DwRZ8tf_18deiM_chxttmq9M8B63vA/edit#gid=598337842
https://docs.google.com/spreadsheets/d/1kskkWudD5aC27DwRZ8tf_18deiM_chxttmq9M8B63vA/edit#gid=598337842
https://flackerymag.com/29302/files/63cacc258a592_1674234917_boost-your-productivity-with-our-fantastic-time-tracking-tool-flackery-spring-2022.pdf
https://flackerymag.com/29302/files/63cacc258a592_1674234917_boost-your-productivity-with-our-fantastic-time-tracking-tool-flackery-spring-2022.pdf
https://flackerymag.com/29302/files/63cacc258a592_1674234917_boost-your-productivity-with-our-fantastic-time-tracking-tool-flackery-spring-2022.pdf
https://flackerymag.com/29302/files/63cacc258a592_1674234917_boost-your-productivity-with-our-fantastic-time-tracking-tool-flackery-spring-2022.pdf
https://thebizguild.net/courses/done-is-better-than-perfect-mastermind-22823
https://thebizguild.net/courses/done-is-better-than-perfect-mastermind-22823
http://www.youtube.com/watch?v=T8XSqjAfGd4
https://docs.google.com/spreadsheets/d/1kskkWudD5aC27DwRZ8tf_18deiM_chxttmq9M8B63vA/edit#gid=598337842
https://thebizguild.net/courses/done-is-better-than-perfect-mastermind-22823

When was the last time you
reviewed your company’s core
customer service policies?

Starting a business is overwhelming. There  your website, take advantage of the winter
are so many things we want to do and slow time to review and update your terms
even more that we have to do before we of service, cancellation, and refund

take on our first client. policies.

In the rush to get through that first to-do Don't be afraid to ask your lawyer for help.
list, it's easy to neglect some of the less The cost for this service is usually minimal
sexy tasks, like developing legal, and will pay for itself the first time you
enforceable terms of service, cancellation,  have to invoke it for an unhappy client.
and refund policies. Most times, we just

download a boilerplate guideline we like

from the internet and forget about it.

It's better than nothing, but not much.

Setting aside the
fact that every state
has its own laws, it's
important to
commit to policies THMSOESERE
that reflect the a Welasd

needs of your

business, not a T tem

company that
provides a
completely different 2licence
service on the other
side of the country.

If you haven't
looked at your
policies since you
posted them on




March Is Marketing Month!

Spring is here and it's time to get
serious about promoting your business.

Review your marketing plan. If you don't
have a marketing plan, download our
easy one-page marketing planner and
spend a few minutes building an overall
strategy or brainstorming your next
campaign.

Looking for help? Check out our article
"Marketing Canvas: 5 Steps to Your
Perfect Marketing Strategy."

%ke the 6-Week

March 14th Is National ™\, Challenge
Organize Your Home Office Celebrate spring by

Day rediscovering an old hobby.
Set aside 30 minutes to neat

and tidy your workspace. * Gardening

* Photography
Don't forget to clean the « Piano
§ space heater tucked under

pyour desk. Take advantage of the warmer days

to step away from your
» |fyou have some extra time, desk and have

tackle your downloads some fun!
folder -- file all those stray st
downloads and delete March 15 -

anything you no longer April 1 2th
need.



https://thebizguild.net/25436/files/6239dfebb6378_1647960043_marketing-canvas.pdf
https://thebizguild.net/25436/files/6239dfebb6378_1647960043_marketing-canvas.pdf
https://thebizguild.net/25436/files/6239dfebb6378_1647960043_marketing-canvas.pdf
https://flackerymag.com/29302/files/63cac3e822c94_1674232808_marketing-canvas-5-steps-to-your-perfect-marketing-strategy-flackery-5-18.pdf

MARCH 2023

SUN WED
1 2 3 4
5 6 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31

TO DO NOTES
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Contracts: Review
marketing service
providers you currently
use. (CRM, email, etc.)

Don't let your service contracts
auto-renew!

Do they still work for you?
When do the contracts renew?
Should you look for a new
marketing service?

Have the prices gone up?

Can you use one provider for
multiple services?

Do you really read all those email
updates from the companies you
subscribe to?

It's common for platforms and services
to increase prices, add new products,
and alter the terms of service.

Block off half an hour to review current
providers and see if they are still the
best fit for your needs and budget.

M
f W\lx\\\\g\ov\ \

L\

Time to start thinking
about next month's
customer relationship
strategy

Step away from the tired old email
campaign and brainstorm a new
strategy to stay in touch with
customers.

Share case studies highlighting
how others have used your
products/services

Host a virtual open house where
people can stop by and get quick
tips for how to use your products
Create a customer board for your
top customers to provide input
and insights on how to add value
to your offering

Tip: Skip the sales pitch and focus on
building stronger relationships.




Top Tip: Don't waste time and money
reinventing the wheel

Instead of using valuable resources on creating a completely new product or service,

bundle a group of services or find a way to repackage an existing product for a new
market.

Here are some examples to get you started:

Combine a webinar + an ebook for a package deal

Bundle a series of webinars to create a masterclass

Offer a 1-on-1 session with an online class for personal attention

Repackage general business products/services to appeal to a different
(related) market. Example: If your target market is daycare centers, think
about other businesses with similar needs like adult daycare. It doesn't have
to be too literal. Most business services work for other businesses.

If you get stuck, grab a piece of paper and
brainstorm some ideas.

It shouldn't take more than 30 minutes to

get your creative juices flowing.
€

Hint: Go with the obvious.

2023 Annual Playbook




Energize & Get Moving!

2"d Quarter: April 1, 2023 - June 30, 2023

Springtime is about growth and new beginnings. Bring some
audaciousness to your business by getting in front of your
customers with activities your competitors are either too lazy
or too scared to do.

To put it another way, this quarter's theme is Energize & Get
Moving.




2"9 Quarter Checklist - 2023

This list has five recurring tasks you need to complete each quarter. Some
are maintenance tasks like ‘inbox zero’, others are regulatory, like tax
reporting.

We tried to keep it simple enough to fit your busy schedule, just make sure
you check off each task as you go along.

Get to Know Your Customers Day 4/20/23
Blog / Social Media Content
o Planned
0 Created/Curated
O Scheduled
IRS / Tax Deadlines
o April
O 4/15/23 1st quarter estimated tax payment due
O 4/18/23 Tax deadline for C corporations, sole proprietors
(Schedule C), single-member LLCs, or LLCs taxed as
corporations
O June
O 6/15/23 2nd quarter estimated tax payment due
Inbox Zero
End-of-Quarter Status Check (download Status Check Planner)

R
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https://thebizguild.newzenler.com/25436/files/6238914d54afa_1647874381_status-check-canvas.pdf
https://thebizguild.newzenler.com/25436/files/6238914d54afa_1647874381_status-check-canvas.pdf
https://thebizguild.newzenler.com/25436/files/6238914d54afa_1647874381_status-check-canvas.pdf
https://thebizguild.newzenler.com/25436/files/6238914d54afa_1647874381_status-check-canvas.pdf

Earth Day is a great time to be a

good steward of your planet &
community!

Many people want to do business with companies that are conscious of
their impact on the planet and local community. What can you do to be a

beneficial business owner who supports the environment and social
issues?

Not sure what a beneficial business is? Check out B Lab's website for an
overview of how your business can be a force for good (as well as profit).

V
‘\ Zapye |
N /‘_1 ,4. .y\ r;\ \ 7

/
N /

‘V‘



https://www.bcorporation.net/en-us

APRIL 2023

SUN MON TUE WED THU FRI SAT
1
2 3 4 5 6 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30

TO DO NOTES
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Did you know April is records and
information management month?

Do you have a data rescue plan? What would you do if your business was
the victim of ransomware or a data breach? What if your website was

hijacked?

QElﬂ
el

Think it won't happen to you?

What about something a little more
familiar like a bad update or failed hard
drive?

Block off an afternoon to review how your
business uses technology and develop a
rescue plan for when something goes
wrong.

Get Your Geek On! Live Workshop

DIY Your Website Like a Pro!
(No Coding Skills Required)

Learn how to build a modern, professional,
budget-friendly website with absolutely no
coding skills!

Seating is limited - Register Today!
$75/Members o $150/Non-Members

To provide an optimal learning experience, we
are limiting attendance to ten people at each
session

See thebizguild.com for details

2 Dates to choose from:

Wednesday, April 12th 5:30
PM - 8:30 PM ET

Saturday, April 15th 10:00
AM - 1:00 PM ET
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How can you make a
difference?

Being a visible, active participantis a
great way to connect with customers
and other local business leaders.

Think about joining or sponsoring a
local charity, group, or event.

It's a lot easier to find
balance when you enjoy
what you do

Take half an hour to think about a new

business, product, or service that

incorporates something you enjoy,
something
you're good
at, and
something
that will

Time to clean
up your mailing
lists

Set aside 30 minutes to update
your contacts and mailing lists.

Review who never opens your emails
and update or remove any out-of-date
contact information.

If you have time, create a special
campaign to find how people want to
stay in contact.

Some people don't want a regular
newsletter or sales campaign, but do
want to see product information and
updates.

Be sure to reach out directly to
important clients.

make money.

2023 Annual Playbook




Mav Is Small Extend your marketing
Y reach & budget with a

cross-promotional
campaign

Business Month

Celebrate your small business.

Host an event, send out a special offer,
and give a shout-out to your small
business customers on social media.

Partner with another small business (or
two or three small businesses!) for a
cross-promotional event or campaign.

Are you overwhelmed by the idea of setting up or updating your small
business website?

This 1-hour workshop will walk you through everything you need to know to get your
new website up and running.

*  How to choose a platform and host
+ Decide if it's better to hire a pro or DIY
+ Buying a domain name
+ Basic maintenance & backups @ @
N
Join us on Wednesday, May 17th from .

12:30 PM - 1:30 PM Eastern

/—//

See The Businesss Guild's events page for
details
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MAY 2023

SUN MON TUE WED THU FRI SAT
1 2 3 4 5 6
7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31

TO DO NOTES

2023 Annual Playbook
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Create a website maintenance
schedule

Between bad updates, bots,
scripts, and hackers, your website
faces a constant onslaught that
can bring your site down and
destroy your reputation.

The good news is that it only takes a few

minutes of work to ensure your site is up
and running smoothly.

Set aside 15 - 30 minutes to create a
website maintenance schedule to run
back-ups and check for patches and
updates.

Don't forget to include:

+ Daily integrity checks (This means
visit your website once a day to
make sure it's in working order.)
Weekly patches
Daily or weekly backups depending
on how often you add content

Be sure to maintain several historical
backups in case the latest one is
corrupted.




As the days get warmer, it makes sense we want to spend more time outsi

the office. Schedule an hour to review and update your work schedule for
summer.

You may not be able to get out of work, but you can set things up so you can

take a long lunch, leave early, or step away from the office once or twice a
week.

Need a little direction? Check out Create Your Perfect Work/Life Balance &
Have the best Year Ever and Boost Your Productivity with Our Fantastic Time
Tracker Tool.

You control the narrative and can jump right in when
you see an opportunity.

So dream big and be bold.

Step outside your comfort zone and brainstorm a
new product or service.

Once you've fleshed out the idea, download The
Business Guild's Products & Services Development
Planner and develop a plan to make it happen.



https://thebizguild.newzenler.com/25436/files/623c853fc177a_1648133439_product-development-canvas.pdf
https://thebizguild.newzenler.com/25436/files/623c853fc177a_1648133439_product-development-canvas.pdf
https://flackerymag.com/29302/files/63cac706112de_1674233606_create-your-perfect-work-life-balance-have-the-best-year-ever-flackery-winter-2021.pdf
https://flackerymag.com/29302/files/63cac706112de_1674233606_create-your-perfect-work-life-balance-have-the-best-year-ever-flackery-winter-2021.pdf

(@ @ company NaMe

%

@ 9 COMEEANY/
in] ®

@ SO(?it(‘l'l‘eMLsdiu When is the last time you
Month updated your company's
social media page(s)?

You put so much work into getting the
right words and creating the perfect
image when you put up your first social
media profile. It's easy to forget you
have to update those social media pages
to keep them fresh.

Now that you've updated your brand,
take a few minutes to update images,
taglines, messages, and links on your
social media pages.

Your brand is more than a
tagline or logo

Block off an afternoon to review the four
components of a brand - the promise,
expectation, application, and keywords.

#Challenge

Looking for help with your brand? Read
How to Build a Killer Brand in 4 Steps and
use the Brand Planner Canvas to
develop your brand strategy for every
part of your organization.



https://flackerymag.com/29302/files/63cae69c8cd63_1674241692_how-to-build-a-killer-brand-in-4-steps-flackery-summer-2021.pdf
https://thebizguild.newzenler.com/25436/files/6239e0677e8d7_1647960167_brand-planning-canvas.pdf

JUNE 2023

SUN MON TUE WED THU FRI SAT
1 2 3
4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30

TO DO NOTES

2023 Annual Playbook
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Nobody wants to think about it, but...

What would you do if your most valuable employee
got sick, injured, or quit?

What if you got hurt and couldn't work for a
while?

Read How to Keep Your Business Running , j
Through Injury or Illness then talk to your ‘
insurance agent about your options. E

You'll sleep a lot easier the next time you land
a big project and you'll be pleased how
affordable key employee coverage is.

Mark your calendar, June 2nd is
National Leave the Office Early

Day

Clear your calendar and plan to
leave by 3:00 PM (or earlier!).

If that's not possible, June 16th is
National Take Back the Lunch
Break Day. Celebrate by stepping
away from your computer to enjoy
a work-free lunch break.

,xxxﬁ
SR
(e

(]

Even better, connect with a friend
and take a long lunch!



https://flackerymag.com/29302/files/63cae77f36184_1674241919_how-to-keep-your-business-running-through-injury-or-illness-flackery-winter-2021.pdf
https://pub.lucidpress.com/flackerywinter2021#oNIwEVBY5Bmc

Mastermind

Accountability
for Business Owners

Join Lisa for Accountability
for Business Owners!

Moderated mastermind group with
peer-to-peer discussion.

Goal setting & action planning
Brainstorming & troubleshooting
Accountability for what you do &
don'tdo

SEEIT-OWN IT-SOLVEIT-DOIT

11:00 AM - 12:15 PM Eastern, every other
Friday

Visit the group's webpage on
thebizguild.com for more info

Stay in touch

Social media is one of the easiest
ways to stay in touch and build
strong connections with customers.

Make sure to follow customers on
your favorite social media
platforms.

Be quick to share content, give an
atta' boy/girl, and invite them to
follow and share your page.

Remember: Meaningful
engagement is more valuable
than likes.
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3" Quarter: July 1, 2023 - September 30, 2023

Most people think they will find success by following a formula
or doing the exact same thing someone else has done.
Audacious entrepreneurs know that is a fast track to
stagnation.

Success requires an evolution in our ideas and practices.
This quarter's focus is on keeping the wheel turning.

We want to build on what we've already done, let go of what
didn't work, and take a chance on new ideas so we can create
new opportunities and take our businesses to the next level.




3'd Quarter Checklist - 2023

This list has five recurring tasks you need to complete each quarter. Some
are maintenance tasks like ‘inbox zero’, others are regulatory, like tax
reporting.

We tried to keep it simple enough to fit your busy schedule, just make sure
you check off each task as you go along.

O Get to Know Your Customers Day 7/20/23
0 Blog/ Social Media Content
o Planned
0 Created/Curated
O Scheduled
IRS / Tax Deadlines
O September
o 9/15/23 3rd quarter estimated tax payment due
Inbox Zero
End-of-Quarter Status Check (download Status Check Planner)

2023 Annual Playbook


https://flackerymag.com/29302/files/63cae8c110405_1674242241_5-things-you-can-do-today-that-will-create-opportunities-tomorrow-flackery-spring-2022.pdf
https://thebizguild.newzenler.com/25436/files/623891355ebf7_1647874357_business-canvas-2-0.pdf
https://thebizguild.newzenler.com/25436/files/6238914d54afa_1647874381_status-check-canvas.pdf
https://thebizguild.newzenler.com/25436/files/6238914d54afa_1647874381_status-check-canvas.pdf
https://thebizguild.newzenler.com/25436/files/6238914d54afa_1647874381_status-check-canvas.pdf
https://thebizguild.newzenler.com/25436/files/6238914d54afa_1647874381_status-check-canvas.pdf

Opportunities don't happen on
their own!

Review 5 Things You Can Do Today that Will Create Opportunities Tomorrow and get to
work on learning a new skill, putting together an advisory board, making a savings plan,
and creating a go-to presentation. -- We're assuming you already have a business plan,
but if you don't, download our Business Canvas Planner and pencil in an hour to fill it

out.



https://flackerymag.com/29302/files/63cae8c110405_1674242241_5-things-you-can-do-today-that-will-create-opportunities-tomorrow-flackery-spring-2022.pdf
https://thebizguild.newzenler.com/25436/files/623891355ebf7_1647874357_business-canvas-2-0.pdf

JULY 2023

SUN MON TUE WED THU FRI SAT
1
2 3 4 5 6 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31

TO DO NOTES
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Create a marketing campaign for existing
customers

Focus the campaign on connecting instead of selling a new product or service.

Find out how they're doing, offer tips and case studies for how other people use your
products, and be sure to follow up with a personal email or phone call.

Be sure to use email personalizations if
your customer segment is too large for
you to call everyone.

Example: Use the customer's name,
refer to a specific service they signed up
(%4
{ for, etc.
K »

v
D4

Save time by using our Email Marketing
Planner to plan and organize your
campaign.

Shoot a series of three 1- or 2-minute
videos for your website or social
media

Camera shy? It's okay.

You can use slides or
graphics if you're not
comfortable in front of a
camera. Or compromise
and do a voice-over that
shows your personality.



https://thebizguild.newzenler.com/25436/files/6239dfec2074c_1647960044_email-marketing-campaign-canvas.pdf
https://thebizguild.newzenler.com/25436/files/6239dfec2074c_1647960044_email-marketing-campaign-canvas.pdf

Get your FREE
subscription
to Flackery
magazine!

Flackery is The Business Guild's quarterly
digital magazine featuring articles of
interest to solopreneurs and small
business owners.

Get your subscription today!

Are you having a hard
time competing for
talent?

Check out this article from Flackery
magazine, Attracting New Employees:
Making a Positive Impression at Every
Step of the
Hiring
Journey for
actionable
tips to help
you stand
out and
successfully
compete
with bigger
companies.

yese!

Take a break - you earned it!

We all know that running a business can be stressful and time consuming. The thing
we forget is that when you're the owner, you don't punch a time clock.

It may be a perk you don't
use very often, but take
time for a well-deserved
break.

Invite a friend or colleague for
coffee.

Catch up and enjoy 30
blissful, work-free
minutes.

2023 Annual Playbook



https://flackerymag.com/29302/files/63caea50793f9_1674242640_attracting-new-employees-make-a-positive-impression-at-every-step-of-the-hiring-journey-flackery-fall-2022.pdf
https://flackerymag.com/29302/files/63caea50793f9_1674242640_attracting-new-employees-make-a-positive-impression-at-every-step-of-the-hiring-journey-flackery-fall-2022.pdf
https://flackerymag.com/29302/files/63caea50793f9_1674242640_attracting-new-employees-make-a-positive-impression-at-every-step-of-the-hiring-journey-flackery-fall-2022.pdf
https://flackerymag.com/29302/files/63caea50793f9_1674242640_attracting-new-employees-make-a-positive-impression-at-every-step-of-the-hiring-journey-flackery-fall-2022.pdf
https://flackerymag.com/29302/files/63caea50793f9_1674242640_attracting-new-employees-make-a-positive-impression-at-every-step-of-the-hiring-journey-flackery-fall-2022.pdf
https://flackerymag.com/subscription
https://flackerymag.com/subscription
https://flackerymag.com/subscription
https://flackerymag.com/subscription
https://flackerymag.com/subscription
https://flackerymag.com/subscription

M Identify a new

niche (or two!)

Niche marketing is a great

While everyone else is complaining equalizer for organizations that
about the heat, start laying the don't have deep pockets or a

foundation for September. s dedicated marketing staff.

Plan your fall social media You could even say it's the secret
calendar, sign up for a new weapon in a micro-business owner's
networking group, or create 9 arsenal.

a new marketing . :

_ Read 3 Proven Strategies to Succeed in a
campaign.

Niche Market and brainstorm how you
can find a new niche for your business.

Remember: You can reuse or
repackage existing products and
services for your new market segment.

Did you break your
website?

You thought you'd save a little money
and built your own website. It was
perfect right up until you made that last
edit, now you're banging your head on
your desk trying to figure out what went
wrong.

Don't worry, we've got you covered.
Check out How to Fix Your Website When
DIY Goes Wrong for the solution to three
common
(frustrating!)
website
issues.



https://flackerymag.com/29302/files/63cac49e5ea3f_1674232990_3-proven-strategies-to-succeed-in-a-niche-market-flackery-fall-2019.pdf
https://flackerymag.com/29302/files/63cac49e5ea3f_1674232990_3-proven-strategies-to-succeed-in-a-niche-market-flackery-fall-2019.pdf
https://flackerymag.com/29302/files/63cac49d51f1d_1674232989_how-to-fix-your-website-when-diy-goes-wrong-flackery-fall-2019.pdf
https://flackerymag.com/29302/files/63cac49d51f1d_1674232989_how-to-fix-your-website-when-diy-goes-wrong-flackery-fall-2019.pdf

AUGUST 2023

SUN MON TUE WED THU FRI SAT
1 2 3 4 5
6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31

TO DO NOTES
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Too many tasks making you feel
overwhelmed?

Review your to-do list and identify the things you must do, the things you want to do,

and the things you're never going to do.

Delete everything on the 'never going to do’ list.

Now that the list is smaller, sort the remaining tasks into one of three

categories:

1. Things you can automate
2. Things you can outsource
3. Things you have to do yourself

You'll be surprised by how much breathing room
you have when you're not trying to do everything
yourself.

Need a little more help? Read 2 Simple Steps to
Control the Chaos.

Reaching personal and
business goals requires the
ability to learn and grow.

Expand your skills with a
class, workshop, or webinar.

Check out Coursera, Creative
Live, and The Business Guild
for our latest classes and
workshops.



https://www.coursera.org/
https://www.creativelive.com/
https://www.creativelive.com/
https://thebizguild.net/events
https://flackerymag.com/29302/files/63cac540a9907_1674233152_are-you-tired-of-overwhelm-2-simple-tips-to-control-the-chaos-flackery-fall-2020.pdf
https://flackerymag.com/29302/files/63cac540a9907_1674233152_are-you-tired-of-overwhelm-2-simple-tips-to-control-the-chaos-flackery-fall-2020.pdf

Start a customer advisory board

Instead of bombarding all your
customers with polls or emails,
select 3-5 customers to act as
an advisory board.

This is a win/win for you.

Customers always have great ideas
for new products and services and
they appreciate that you take the
time to listen.

Meet with each board member
1-on-1 and as a group.

Listen to their challenges, offer
suggestions or referrals, and let
them beta test your new products
and services.

Remember, you can always replace
or add new customers to the board.

51 2023 Annual Playbook



Fall is your
opportunity to
pick up a new
hobby

Hobbies are a great way to
have a little fun, broaden
our interests and meet
new people. (Networking
doesn't always mean
business.)

Take the 6-Week Back-to-School
Challenge and:

* learn a new language
+ take a dance lesson
* join a bowling league

Step out, get social, have
some fun!

Sept. 15t- Oct. 13t

September
status check

Sometimes, no matter how hard we
try, things don't go the way we
planned.

It's okay.

September is your opportunity to
review, reboot, and finish the year
strong.

Block off an hour to sit down with
our Status Check Worksheet to
figure out what's been done, what's
left to do, and what needs updating
to reach this year's goals.

Download the Status
Check Worksheet



https://thebizguild.newzenler.com/25436/files/6238914d54afa_1647874381_status-check-canvas.pdf
https://thebizguild.newzenler.com/25436/files/6238914d54afa_1647874381_status-check-canvas.pdf
https://thebizguild.newzenler.com/25436/files/6238914d54afa_1647874381_status-check-canvas.pdf
https://thebizguild.newzenler.com/25436/files/6238914d54afa_1647874381_status-check-canvas.pdf

SEPTEMBER 2023

SUN MON TUE WED THU FRI SAT
1 2
3 4 5 6 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30

TO DO NOTES
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It's September and that @
means it's time to take
stock of your goals &

malke adjustments to
finish 2023 strong!

When was the last time
you updated your website
or marketing material?

You don't have to reinvent the wheel,

but it's always a good idea to review and
refresh things like web pages, handouts,
flyers, brochures, and digital downloads.

Reconnect with your
clients

People are ready to meet after the «
long summer break.

Schedule an in-person or virtual
event to thank your customers for
their support.

Be sure to put together an
awesome goody bag with coupons,
handouts, and downloads.

AN s A A A A A



Save yourself a headache at
tax time

Take a few minutes to make sure your accounting is up to

date and file all your receipts in an easy to remember
location.

Tip: Take a picture of cash register receipts so they won't get
lost or fade before you hand them over to your accountant.




Pedal o the metal!

4*h Quarter: October 1, 2023 - December 31, 2023

The clock may be ticking, but there is still plenty of game left to
play.

Now is the time to take advantage of all the hard work you've
done all year.

Be bold and confident in your decisions. Leverage your new
and stronger customer relationships to reach new clients and
create new products and services.

Now that you've automated, outsourced, and organized
everything, it's time to go full tilt and finish the year strong!




4t Quarter Checklist - 2023

This list has five recurring tasks you need to complete each quarter. Some
are maintenance tasks like ‘inbox zero’, others are regulatory, like tax
reporting.

We tried to keep it simple enough to fit your busy schedule, just make sure
you check off each task as you go along.

Get to Know Your Customers Day 10/19/23
Blog / Social Media Content
o Planned
0o Created/Curated
o Scheduled
Inbox Zero
End-of-Quarter Status Check (download Status Check Planner)

Look how short this to-do list has gotten now that we're at the end of the
year!

2023 Annual Playbook


https://thebizguild.net/25436/files/6239dfed2bfb9_1647960045_sales-planner-canvas.pdf
https://flackerymag.com/29302/files/63caf08181a9d_1674244225_learn-to-love-sales-with-our-super-simple-5-step-sales-planner-flackery-spring-2021.pdf
https://flackerymag.com/29302/files/63caf08181a9d_1674244225_learn-to-love-sales-with-our-super-simple-5-step-sales-planner-flackery-spring-2021.pdf
https://thebizguild.net/25436/files/6239dfed2bfb9_1647960045_sales-planner-canvas.pdf
https://flackerymag.com/29302/files/63caee2fdd27e_1674243631_5-essential-accounting-reports-why-you-need-them-flackery-fall-2021.pdf
https://flackerymag.com/29302/files/63caee2fdd27e_1674243631_5-essential-accounting-reports-why-you-need-them-flackery-fall-2021.pdf
https://thebizguild.newzenler.com/25436/files/6238914d54afa_1647874381_status-check-canvas.pdf

Thisisit. It's
officially the last
quarter of 2023.

Time to turn up
the heat

& f:?IOICe € You can't make informed
t NINgS | decisions without all the

Up! data.

Take a look at 5 Essential Accounting
Reports and Why You Need Them, and
think about which reports can help you
improve your bottom line.

Does your sales strategy use all 5
components of a winning sales plan?

Use our Sales Planner tool to map out 3

your sales strategy.

. Prospecting
. Preparation
. Presentation
. Closing

. Follow Up

Need a little guidance? Check out our
article Learn to Love Sales with Our Super
Simple 5-Step Sales Planner.



https://thebizguild.net/25436/files/6239dfed2bfb9_1647960045_sales-planner-canvas.pdf
https://flackerymag.com/29302/files/63caf08181a9d_1674244225_learn-to-love-sales-with-our-super-simple-5-step-sales-planner-flackery-spring-2021.pdf
https://flackerymag.com/29302/files/63caf08181a9d_1674244225_learn-to-love-sales-with-our-super-simple-5-step-sales-planner-flackery-spring-2021.pdf
https://thebizguild.net/25436/files/6239dfed2bfb9_1647960045_sales-planner-canvas.pdf
https://flackerymag.com/29302/files/63caee2fdd27e_1674243631_5-essential-accounting-reports-why-you-need-them-flackery-fall-2021.pdf
https://flackerymag.com/29302/files/63caee2fdd27e_1674243631_5-essential-accounting-reports-why-you-need-them-flackery-fall-2021.pdf

OCTOBER 2023

SUN MON TUE WED THU FRI SAT
1 2 3 4 5 6 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31

TO DO NOTES
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Are you ready for 2024? (No, we're
not kidding.)

Today's actions lay the
foundation for next year's
success.

Use the Business Planner or Goal
Planner to start developing your
strategy for next year.

Ready to think long-term?

Check out the 5-Year Strategic Planner
too!

As the days get shorter, it's important to
rethink your work routine.

It's easy to fall into bad habits
and forget about self-care
when you start and end your
day in darkness.

Take a few minutes to update
your work schedule for fall
and winter with our
Work/Life Balance
Worksheet.



https://thebizguild.newzenler.com/25436/files/623891355ebf7_1647874357_business-canvas-2-0.pdf
https://thebizguild.newzenler.com/25436/files/6238914dc22fe_1647874381_goal-planner-canvas.pdf
https://thebizguild.newzenler.com/25436/files/6238914dc22fe_1647874381_goal-planner-canvas.pdf
https://thebizguild.newzenler.com/25436/files/62389135c3029_1647874357_5-year-planner.pdf
https://thebizguild.newzenler.com/25436/files/623c993c167ed_1648138556_work-life-balance-worksheet.pdf
https://thebizguild.newzenler.com/25436/files/623c993c167ed_1648138556_work-life-balance-worksheet.pdf

Our three favorite tips for boosting relationship strategy.

customer relationships are: All three are doable, no matter how
1. automate communication many customers you have, and they
2. establish a personal connection will help you stand apart from your
3. follow through competitors.

Think about how you can implement
these methods into your own customer

?
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Celebrate National

Entrepreneur's Day,
November 215t

Make time for the
important people in your

e o life.

It's easy to get so caught up in business
that you miss family dinners, girls' nights
out, and all those things you used to do
on your days off.

Set aside your laptop to enjoy a weekend
with friends, family, or just yourself.
(There's nothing wrong with reading a
book or just doing nothing. either!)

Do you struggle with tracking
billable hours? Try our handy Time

Tracker Tool! /\

We built a nifty spreadsheet that will
automatically total how many hours
you spend on specific clients or
projects.

The categories are pre-filled with
generic labels, but we've included
super easy instructions for swapping
them with your own custom fields.

Need a more in-depth look? Check
out Boost Your Productivity with Our
Fantastic Time Tracker Tool!



https://docs.google.com/spreadsheets/d/1kskkWudD5aC27DwRZ8tf_18deiM_chxttmq9M8B63vA/edit#gid=598337842
https://docs.google.com/spreadsheets/d/1kskkWudD5aC27DwRZ8tf_18deiM_chxttmq9M8B63vA/edit#gid=598337842
https://flackerymag.com/29302/files/63cacc258a592_1674234917_boost-your-productivity-with-our-fantastic-time-tracking-tool-flackery-spring-2022.pdf
https://flackerymag.com/29302/files/63cacc258a592_1674234917_boost-your-productivity-with-our-fantastic-time-tracking-tool-flackery-spring-2022.pdf
https://docs.google.com/spreadsheets/d/1kskkWudD5aC27DwRZ8tf_18deiM_chxttmq9M8B63vA/edit#gid=598337842

NOVEMBER 2023

SUN MON TUE WED THU FRI SAT
1 3 3 4
5 6 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30

TO DO NOTES
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We're going to
let youin on a
little secret.

A lot of people start more
than one business.

Sometimes it's a side gig, other times
it's a full second (or third!) business.

In honor of National Entrepreneur's
Day, set aside an hour to review all
those great ideas you jotted down
during the year.

Use the Product & Services
Development Planner and the
Business Planner tools to test your
ideas and see if they will work in the
real world.



https://thebizguild.newzenler.com/25436/files/623c853fc177a_1648133439_product-development-canvas.pdf
https://thebizguild.newzenler.com/25436/files/623c853fc177a_1648133439_product-development-canvas.pdf
https://thebizguild.newzenler.com/25436/files/623891355ebf7_1647874357_business-canvas-2-0.pdf

Y////4& |

Prepare for the year-end
festivities with a little video
magic

Bring a little fun and playfulness to the hectic holiday season with a series
of three 1- or 2-minute videos.

Keep them upbeat, no overt selling.
Just a little something that shows your brand's personality and makes it memorable.

Do it now so you can launch it in December. (No pressure...)
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Marketing year in
review

Set aside a couple of hours to review this
year's marketing efforts.

What worked, what didn't, and what
needs to be changed?

Analyze your data to determine if you're
in the right market with the right
message.

And adjust
your
strategy
for next

Some people expect a "Merry
Christmas," some are offended,
and others simply appreciate
the sentiment whether they
celebrate one of the traditional
December holidays or not.

Unless you own a faith-based business,
it may be a good idea to stick with
universal themes of giving thanks, joy,

family, and celebration when
extending greetings to customers.

It's also a good idea to have a prepared
response for your employees when
someone complains about the
message.

““““““““A

o



DECEMBER 2023

SUN MON TUE WED THU FRI SAT
1 2
3 4 5 6 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
31

TO DO NOTES
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If you can swing it,
December is a great
time to take a few
days off to rest and
reflect on a busy year.

Kick back, relax, and enjoy.

You've put in a lot of extra
(unpaid) hours this year and you
deserve to celebrate your
victories, catch up with friends,
and enjoy the freedom that

comes with being your own boss.

It's time for year-end website
updates.

Check links, add some new
content, and make sure
anything with a date (like your
footer!) is ready to update in
January.

Don't forget to do a manual
search for security patches
and updates.

Cybercriminals love to wreak
havoc while everyone is
distracted with the holidays.




Celebrate this year's
successes and failures!

Yes, failures. Smart entrepreneurs  review the results.

know that failure represents new  Can any of the new ideas you listed be
opportunities. used as a new product or service?

Make a list of things that didn't go as Can you use the ideas to create an
planned. Are there any obvious article, customer freebie, or download?
commonalities? Are they things other

Consider the possibilities and don't
people struggle with?

forget to use the Products & Services
Set aside half an hour to brainstorm Development Planner to vet your ideas.

solutions. At the end of the session,
-
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https://thebizguild.newzenler.com/25436/files/623c853fc177a_1648133439_product-development-canvas.pdf
https://thebizguild.newzenler.com/25436/files/623c853fc177a_1648133439_product-development-canvas.pdf
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Congratulations and thank you
for joining us for the premier
edition of The Business Guild’s
Annual Playbook.

Like you, we've applied the plays and tools
included in this year’s edition to our
everyday operations.

We've used the plays as a reminder to stay
on top of key activities, and embraced this
year's theme, audacious, as a focus across all
aspects of The Business Guild.

After completing 60 monthly plays, 4
quarterly checklists, and a variety of
business planning tools, you've brought
some audaciousness, organization, and
structure to how you manage your business.

Goals & Planning

Sales & Marketing
Customer Relationships
Back Office

Work/Life Balance

As an existing business owner, it’s likely you
already handled some of these activities as
part of your routine, but we hope our gentle
nudges and suggestions have helped you
create a structure to incorporate all five

areas of business ownership into your busy
days.

For new business owners, you now have a
good understanding about all the essential
activities that need to be tended to in
addition to providing your services to clients.

Thank you for joining us on this journey. Be
sure to watch for next year’s edition with
new plays and a brand new theme.

Co-Founders, The Business Guild

\|||lI//
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Links to All the Downloads

Here is a list, with links, to all of the downloads mentioned in the 2023
Annual Playbook.

Business Planner Goal Planner

Customer Relationship Work/Life Balance
Planner Worksheet

Weekly Time Tracker Marketing Planner



https://docs.google.com/spreadsheets/d/1kskkWudD5aC27DwRZ8tf_18deiM_chxttmq9M8B63vA/edit#gid=598337842
https://docs.google.com/spreadsheets/d/1kskkWudD5aC27DwRZ8tf_18deiM_chxttmq9M8B63vA/edit#gid=598337842
https://thebizguild.newzenler.com/25436/files/6239dfebb6378_1647960043_marketing-canvas.pdf
https://thebizguild.newzenler.com/25436/files/6239dfebb6378_1647960043_marketing-canvas.pdf
https://thebizguild.newzenler.com/25436/files/623891355ebf7_1647874357_business-canvas-2-0.pdf
https://thebizguild.newzenler.com/25436/files/623891355ebf7_1647874357_business-canvas-2-0.pdf
https://thebizguild.newzenler.com/25436/files/6238914dc22fe_1647874381_goal-planner-canvas.pdf
https://thebizguild.newzenler.com/25436/files/6238914dc22fe_1647874381_goal-planner-canvas.pdf
https://thebizguild.net/25436/files/628ea38c80336_1653515148_customer-relationship-planner.pdf
https://thebizguild.net/25436/files/628ea38c80336_1653515148_customer-relationship-planner.pdf
https://thebizguild.net/25436/files/628ea38c80336_1653515148_customer-relationship-planner.pdf
https://thebizguild.newzenler.com/25436/files/623c993c167ed_1648138556_work-life-balance-worksheet.pdf
https://thebizguild.newzenler.com/25436/files/623c993c167ed_1648138556_work-life-balance-worksheet.pdf
https://thebizguild.newzenler.com/25436/files/623c993c167ed_1648138556_work-life-balance-worksheet.pdf

Status Check 5-Year Strategic Planner

Sales Planner

Find more worksheets and planners on our Succeed

pages at thebizguild.com.
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https://thebizguild.net/25436/files/6239dfed2bfb9_1647960045_sales-planner-canvas.pdf
https://thebizguild.net/25436/files/6239dfed2bfb9_1647960045_sales-planner-canvas.pdf
https://thebizguild.newzenler.com/25436/files/62389135c3029_1647874357_5-year-planner.pdf
https://thebizguild.newzenler.com/25436/files/62389135c3029_1647874357_5-year-planner.pdf
https://thebizguild.newzenler.com/25436/files/6238914d54afa_1647874381_status-check-canvas.pdf
https://thebizguild.newzenler.com/25436/files/6238914d54afa_1647874381_status-check-canvas.pdf
https://thebizguild.net/succeed

"Success is the child of audacity."
- Benjamin Disraeli
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