
 

 



About The Author 
Kayleigh is a High Performance Coach for Business Owners. She specialises in working 

with clients to grow and develop their business so that it supports and enables their 

ideal lifestyle. She helps them to maximise their personal performance at work so that 

they can earn more, work less and love the business they run.   
 

Is This You? 
My BEST clients are great at WHAT they do, they’ve been running their business for a couple of years and 

have established a client base, but they’re frustrated at having to work longer hours than they want to, not 

earning as much money as they’d like, and they’re often feeling stressed and overwhelmed.  

They know they’ll have a great business if they can just get it to the next level. 

They’re passionate about what they do, they deliver great customer service and they want to grow their 

business - they just need someone to help them grow it quickly; to boost their income and free up their time to 

focus on doing what they love. 

Want To Learn More? 
I have a number of free webinars here on my website, and they’re also promoted on my Facebook Page.  

Connect With Me 
Connect with me on LinkedIn or follow me personally on Facebook. 

http://www.kayleighalexandra.co.uk/webinars
https://www.facebook.com/KayleighAlexandraCoaching/
https://www.linkedin.com/in/kayleighsteadman/
https://www.facebook.com/kayleigh.steadman.7


Create Your Business Action Plan & 

Lead Your Business Feeling Clear, 

Confident and Focused 
 

The process I’m going to take you through here is the exact one that I use with all of my high-

paying clients who are looking to significantly grow their business over the next 6-12 months.  
 

When you’ve completed all 7 questions you’ll have a clear vision and action plan for your 

business that should fit onto just 2 sides of A4 paper. Bear this in mind when answering each 

question – the aim of this process is to give you clarity and insight, therefore LESS IS MORE. 

The more you can condense and simplify your answers, the more powerful the final document will 

be, so push yourself to continue to refine as you go. 
 

As you’d imagine, I also use this process in my own business regularly to keep me clear, 

focussed and moving quickly towards my goals. I do a full review of the whole plan each year, 

and a quick review and update every quarter as I’m planning for the next 12 weeks, and I’d 

suggest you do the same. Remember this is an active document – it’s designed to be referred to, 

updated and amended regularly as we go along, not to be stuck in a drawer never to be looked at 

again.  



1. The first question to ask yourself is: What are my company values? 

 

 

Values are something that we all have; they determine how we do business, what we stand for, 

and ultimately WHY we do what we do the way that we do it. They are intrinsic to how we run 

our business, however many business owners never take the time to clarify and define them on 

paper. By getting clear on what our values are we can start to actively promote them in our 

marketing materials, through our branding, and to ensure that they are understood, shared, 

and most importantly upheld consistently throughout our team.  

 

 

Ideally you want to narrow this down to around 5, and no more than 7. This can seem daunting 

at first as the initial list can be overwhelming, but look for those that are very similar that you 

can group together – for example my top business value is to be “open and honest”.  

 

 

If you’re really struggling to get started with this think of a member of your team, or an 

associate, or a partner/supplier who you feel does great work and then make a list of all the 

qualities that determine why you think they do great work. For example “Fred” is: Always on 

time. Delivers exceptional customer service. Always does what he says he will. Communicates 

clearly. Is friendly and approachable. Is passionate about what he does. A great team player. 

Starting with this list will probably trigger some other positive values you’d like to emulate, and 

once you have a complete list you can start to prioritise to decide on YOUR top 5.  

 



2. The second question is: What is your WHY? 

 

 

Your WHY is at the absolute core of your business, and it’s important to identify it, get clear on 

it, and stay focused on it, as it will shape how you develop your business. Your WHY will be 

completely unique to you and therefore should be a key part of your brand and your USPs.  

 

 

So ask yourself, why does your company exist? Why did you decide to start your own 

business? Why did you decide to start THIS particular business? What’s your 

passion/purpose/cause? 

 

 

Once you’ve answered these questions we again want to condense the answers down into just 

one short sentence. For example ours at KayleighAlexandra is “To support business owners to 

grow and develop their business to give them the freedom and time to live their ideal lifestyle” 

 

 

When we go through this process with clients, we do a more in-depth review of this question 

and we also look at what your niche is (what’s the one thing you do better/differently than 

anyone else in your market) and where your profit centres are (what’s the most important 

number in your business). We’ll then combine the answers to all of these to provide a 

comprehensive core strategy for your business, so you might want to consider asking yourself 

these questions too.  



3. The third area we’re going to look at is: What’s your marketing strategy? 

 

I say “area” rather than question, because this is a big topic and we’re going to break it down 

into 3 sections to make it simpler; A) Who do you want to be working with? B) What are 

your USPs? C) Can you offer a guarantee? Let’s look at each of these in turn.  

 

A)  Who do you want to be working with? 

 

This is a really key question to ask yourself if you’re looking to move your business forward. 

Look through your existing client base and identify who your “best” clients are, and who your 

“worst” clients are. This may not be solely about turnover/profit, but should also take into 

account how easy they are to work with, how well they “get” your brand and what you do, how 

many people they tell about your services and refer to you and how happy they are with your 

product/service. You can also have a think about who else you’d like to work with and who 

would be an ideal client for you? 

 

Once you’ve answered all of these questions you can start to build a profile (avatar) of your 

ideal clients, which should help you to identify the best ways to reach them via your marketing, 

and what their needs from you really are so you can offer products of massive value. (You 

might also want to start thinking about “firing” those “worst” clients) 

 



B)  What are your USPs? 

 

For those who haven’t heard the term before USPs refers to Unique Selling Points. And what 

we’re looking for here is what you do for your clients that’s different to your competitors – what 

do you do that’s unique to you? You might want to refer back to your values and your WHY 

here as they should be closely linked to your USPs.  

 

For many of us, if we’re in a competitive market, it can be difficult to identify one USP that is 

completely unique to us, that no-one else in the market shares. So instead I encourage my 

clients to look for THREE USPs that govern how they deliver their product/service. Whilst there 

may be competitors in the market who share one of these, maybe even two, there shouldn’t be 

anyone else who offers all three, and it’s this unique combination that will lead clients to 

choose you over your competitor.  

 

C)  Can you offer a guarantee? 

 

Offering a guarantee can be a great tool to drive additional sales by lowering clients perceived 

risk. It’s not right for every business, but most businesses can offer a guarantee somewhere, 

so have a think about the “sticking points” in your current sales process and then look at 

whether you could offer a guarantee to encourage more sales. 

 



 

4. Where do you want the business to be in 10 years? 

 

Ask yourself what’s your end goal for your business? Where would you like to get to? What is it 

that you’re really aiming at? This doesn’t have to be a crystal clear picture at this stage, but 

having a goal or target will really help you to drive the business forward in the short-term. You 

might like to think about what kind of work-life balance you’d like to have at that stage, as well 

as what income you’d like to be earning and maybe a rough idea of how the company would 

generate the turnover required to provide that. 

 

For some clients they find this exercise really difficult and prefer to only look to around 5 years 

time, and for others they have a really clear mission in their head – ie. They want to sell their 

company for £2million, or they want to have worked with 5,000 clients.  

 

Whatever feels right for you pick a goal that is clear, specific and measurable - A turnover 

figure is usually one of the easiest. Especially if you’re going to be sharing this with your team 

(and I highly encourage you too – you may even want to consult them on what they feel would 

be a great 10 year goal for the company) you want them to be able to easily understand and 

identify with it, and to feel motivated to help achieve it. 

 

 

 

 

 



5.  What’s your 3 year target? 

 

Now that you’re clear on your bigger 10 year goal, it’s time to bring it a little closer to home and 

get clear on where you want your business to be in 3 years. Even if the 10 years was a bit 

vague, hopefully you can all look ahead 3 years and have a clear idea of where you want the 

business to be, and we want to define this target much clearer. This 3 year goal will be really 

key to getting your team on board and should motivate and excite you all to drive forward 

towards achieving it.  

 

Set an exact date for this 3 year target.  

 

Decide how much you’d like the business to be turning over.  

 

Decide what profit you’d like it to be achieving. 

 

Then write a brief description of what the company, and your role, will look like at this stage. 

Think about things such as your team, your office environment and the type of clients you want 

to be working with.  

 

Once you’re clear on this, the next question becomes much easier to answer.  

 

 

 

 



6. What’s your 1 year target? 

 

These last two questions are really where your action plan starts to take shape, as you start to 

get clear on exactly what needs to happen in the next 12 months to hit those goals.  

 

Set a date for the end of this first year. NB Whilst you could run your first year for 12 months 

from the date you complete this planning process, I’d advise instead opting for the end of the 

calendar year, or the financial year, or your business financial year as it tends to tie in better 

with other business objectives and creates a better routine.  

 

Decide on the turnover you want to achieve by that date. 

 

Decide the profit you want to achieve. 

 

You then need to establish your goals for this year ahead. Looking at the three year target, 

decide what your most important priorities are for this year to keep you on track for achieving 

that. Ideally you want to have around five goals, no more than seven, we are looking for laser 

focus to drive the business forward quickly, not the scattergun approach. 

 

Looking at the goals you’ve set, make sure you SMART check them (Specific, Measurable, 

Achievable, Realistic, Timed). Consider everything you’ve got going on personally over the 

next year and make sure you’ve set realistic goals. You also need to be sure you’ve got the 

budget and a financial plan in place to support these goals. If not go back and revise them, and 

perhaps the three year picture too if needed.  



7. And the final question to ask is; What are your Quarterly Targets? 

 

Whilst setting annual goals is a great discipline to have, the problem with them is that a year is 

still a large chunk of time, and we all naturally tend to lose focus towards our goals roughly 

every 90 days. So in this final step we’re going to break your goals down again even further into 

what needs to happen in the next 90 days.  

 

Set the date for the end of your first quarter. 

 

Decide what the turnover needs to be.  

 

Decide what the profit will be.  

 

Now look at your annual goals and decide what your targets are for the next 12 weeks. Again 

we’re looking for around 5 here, you don’t have to have that many, and again certainly no more 

than 7. Make sure they’re clear, specific and measurable – you want to be able to review them 

with a simple yes/no in your next quarterly planning session.  

 

This step is one of the most valuable in this whole process. Taking the time to get really clear on 

what needs to happen over the next 12 weeks will motivate you to drive the business forward 

quickly. It will also allow you to see clearly what your first steps need to be right now to move 

the business forward, and break the goals down even further into monthly or weekly action 

steps (which I highly recommend) so they no longer feel daunting or overwhelming (which tends 

to lead to procrastination).  



 

And you’re done!  

 

Once you’ve answered all 7 questions you’ll have a clear business action plan to help you drive 

your business forward quickly and with purpose. You should be able to fit your answers onto just 

2 sides of A4 paper, making it really clear and simple to read and understand. It’s up to you how 

you choose to lay yours out but if you’d like a suggestion there’s one on the next page. 

 

Hopefully you can see how powerful even just this 1 tool can be to get clear and confident on 

where you’re taking your business and accelerate your business growth and development. If 

you’re a business owner who’s seriously looking to grow and develop your business and get the 

work-life balance you’ve been dreaming of, then simply book in a time to talk here.  

 

 

 

 

 

 

 

https://app.acuityscheduling.com/schedule.php?owner=13606620&appointmentType=3571212
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If you want to find out more about  

how I can help YOU significantly 

grow your business, whilst achieving 

the work-life balance you want, then 

let’s chat. Simply click the link below 

and book in a time now. 

 

Book A Consultation 

. 

 

  

 

https://app.acuityscheduling.com/schedule.php?owner=13606620&appointmentType=3571212

