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Brief overview of the month's performance in 2-3 sentences.

Executive Summary

KEY ACHIEVEMENTS CONCERNS



Sales & Marketing Performance

TTotal sales for the month

Total new customers

Most profitable service/product

Which offer/promotion performed the best?

Total sales for last month

What marketing strategy or channel
brought in the most leads/sales?

Feel free to add additional metrics/questions that suit your particular business in the
additional rows



Financial Health & Metrics

Account Current Month Previous Month

Gross Income

COGS

Total Expenses

Net Income/Profit

Comments

P&L=Income and Expenses

Balance Sheet=Assets & Liabilities

Cash accounts

Credit Cards

Other short-term
debts (< 1 year)

Long-term debts
(>1 year)

When looking at the above accounts, consider the following:
If your cash accounts decreased, why?
If your debts increased, what can you do to try and decrease them?

When looking at the above accounts, consider the following:

Are you making money after all of your expenses? Hint-look at your Net profit
Is you gross income increasing at a rate you are comfortable with?



Financial Health & Metrics cont.

LOOK AT YOUR BALANCE SHEET THROUGH LAST MONTH.  ARE
THERE ANY NEGATIVE AMOUNTS? IF SO, NOTE THEM BELOW

AND FIND OUT WHY THEY ARE NEGATIVE (THERE REALLY
SHOULDN’T BE ANY NEGATIVE AMOUNTS ON THE BALANCE

SHEET)

LOOK AT YOUR YTD P&L AS OF LAST MONTH VS. YTD FOR SAME
PERIOD IN THE PREVIOUS YEAR. 

IF AVAILABLE, INCLUDE A $ CHANGE COLUMN.
NOTE ANY BIG CHANGES FROM LAST YEAR VS THIS YEAR

LOOK AT THE P&L FOR EACH MONTH OF THE YEAR (DEPENDING
ON YOUR ACCOUNTING SOFTWARE, YOU MAY BE ABLE TO RUN A
REPORT SHOWING EACH MONTH SIDE BY SIDE). NOTE ANYTHING

THAT STANDS OUT FROM MONTH TO MONTH

ARE THERE ANY EXPENSES ON YOUR P&L THAT YOU CAN
LOOK AT CUTTING BACK ON?



Operations & Efficiency

ARE THERE ANY RECURRING ISSUES WITH
SYSTEMS/COMMUNICATION/DELIVERY THAT NEED TO BE

ADDRESSED?

WHAT TASKS/PROCESSES TOOK MORE TIME THAN EXPECTED? WERE THERE ANY BOTTLENECKS/MISSED DEADLINES? WHY?
BRAINSTORM SOME IDEAS TO CORRECT THE ISSUES

WHAT’S ONE THING YOU CAN STREAMLINE/DELEGATE NEXT
MONTH?



Challenges & Roadblocks

WHAT SUPPORT/RESOURCES WOULD HAVE MADE THIS MONTH
EASIER?

WHAT WAS YOUR BIGGEST CHALLENGE THIS MONTH? WERE THERE ANY MISSED OPPORTUNITIES? WHY?

WHAT IS SOMETHING YOU AVOIDED THAT NEEDS ATTENTION?



Growth, Wins & Reflections

WHAT PERSONAL OR PROFESSIONAL GROWTH DID YOU
EXPERIENCE?

WHAT NEW THING DID YOU TRY/TEST IN YOUR BUSINESS?

WHAT ARE YOU MOST PROUD OF THIS MONTH? SHARE ONE CLIENT SUCCESS STORY/REVIEW YOU RECEIVED

On a scale of 1-10, how would you rate this month overall? ____________



Next Steps & Upcoming Month Goals

WHAT DOES SUCCESS LOOK LIKE 30 DAYS FROM NOW?WHAT ARE YOUR 3 TOP PRIORITIES FOR NEXT MONTH?

WHAT IS YOUR PRIMARY GOAL FOR NEXT MONTH? WHAT IS ONE HABIT OR ROUTINE YOU WANT TO IMPROVE?



 A business report is not
just a tool for tracking

performance; it's a
compass that guides us

through the ever-changing
landscape of business. It

provides clarity, direction,
and insights into our

journey, helping us make
informed decisions and

chart our course towards
success.
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