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Forward Thinking for Future Entrepreneurs — Marketing Checklist
STARTUP EXPENSES

The following marketing items should be addressed before you open for business:
Website, domain name, email address

Choose a domain name (www.yourbusiness.com) and the appropriate number of email addresses
(yourname@yourbusinss.com). You can purchase these yourself using a provider such as Go Daddy
(www.godaddy.com) or you can have your website developer purchase them for you.

Important note: | would advise that you host your own domain and email account with a provider. Sometimes, you
end up parting ways with a website developer, and if they control your domain name and email addresses, they can
seriously impact your business.

You will need your domain name and email address for your business cards, printed materials and contact
information for your networking membership sites.

Logo, business cards and printed materials

Your logo is an important part of your business because it is how people will recognize you. Use a professional
graphic designer who does this work for a living to ensure you get a design that is done appropriately. Here are
some things a professional designer will help ensure:

e The logo is free of copyright issues. If your logo looks too much like someone else’s logo, they may pursue
legal action against you for copyright infringement.

e The logo willwork in small and large formats. A business card logo may only b e1.5” wide. Certain fonts and
designs will not be appropriate at this size. Your logo should also work in horizontal and vertical formats
and be appropriate for print and online mediums. Fonts, font sizes and illustrated elements matter.

e The colors used will be appealing to a customer. Colors can induce reactions and a professional designer
will be trained in how to balance color and reaction.

As a startup package, order 250 business cards and 100 flyers or brochures of what your business is about. You
may need more but use this as a minimum to get started.

Networking memberships

You can join association and local business groups. Choose one of each as you get started so you have some
support while you launch your business. In addition to being a member, use your membership to gain information
that can help you make better decisions, meet people who can refer you and give you insight into resources
available.

Make a point to reach the communications that are sent and participate in events that you can manage.
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Marketing Plan for a Year

As part of your business plan, you need to create a marketing plan. It can be helpful to think about this over the
course of a year. Create a one-page, 12-month calendar to help plan your marketing (see next page).

Step 1: On this calendar, make note of the following:

The months of your business where it is likely you will be busiest

The months of your business where it is likely you will have slower times

Special months that are pertinent to your industry (i.e. Electrician’s Day, Small Business Week, etc.)
Holidays that may impact purchasing (i.e. Christmas, Veteran’s Day, Easter, etc.)

Note the date you officially open as this will become your anniversary

Choose a grand opening date. The day you open for business does not have to be your grand opening.
Schedule that for 2 weeks to 8 weeks after you open.

Professional events you want to attend including conferences, license renewals, training, tradeshows, etc.
Charitable events you want to support or attend

Seasonal notes that may impact your business

Step 2: Once you have these items on the calendar, now you want to schedule how you are going to promote your
business using the channels you have available. Now you will note the following:

Promotions you will run for certain times of the year.
o Note when the promotions start and end
o Note how will you run the promotion: radio ads, social media, online, events, mailing list, flyersin
the store window, etc.
Decide when you need to order supplies or arrange items for these promotions.
o Deadlines for booking into events
o When to order printed materials
o When torecord radio ads
o When the social media posts will start, how often they will occur and what they will say

Note: For a more detailed overview of a one-page marketing plan, there is an in-depth free download from Forward
Thinking for Your Business.

This will get you a good overall plan to follow once you get your business launched. Be sure you can follow through
on the majority of your marketing plan — it is better to be consistent with communicating than to do it in spurts.
Make time to review your marketing and plan in advance to ensure an even flow of communication.

Step 3: As you work through this checklist, note the cost of your marketing decisions so that you have appropriately
allocated funds for it in your budget. Your budget needs to last the full year.
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12-Month Marketing Calendar

You can start your business in any month, but keep the calendar in quarters as it will help you stay on track with
fiscal year responsibilities such as tax remittances.

January February March
April May June

July August September
October November December
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