Business Protection Audit
Small Business Self-Assessment & Action Plan
Purpose
Use this audit to evaluate how well your business is protected legally, financially, operationally, and digitally.
This worksheet is designed to help you:
· Identify gaps in your business protection 
· Reduce risk 
· Improve organization and preparedness 
· Create an action plan for strengthening your business 

How to Use This Audit
For each statement:
· Rate your business on a scale of 1–5 
	Score
	Meaning

	1
	Not in place at all

	2
	Needs major improvement

	3
	Somewhat in place

	4
	Mostly protected

	5
	Fully implemented & maintained



Section 1 – Legal Protection
Contracts & Agreements
	Item
	Score (1–5)
	Notes

	I use written contracts with clients/customers
	
	

	My contracts clearly outline services and expectations
	
	

	My payment terms are clearly documented
	
	

	My contracts include cancellation/refund policies
	
	

	I use independent contractor agreements when appropriate
	
	

	Employee expectations are documented in writing
	
	

	I use NDAs/confidentiality agreements when needed
	
	

	My contracts are reviewed periodically
	
	

	I consult an attorney when necessary
	
	


Legal Protection Score: ______ / 45

Section 2 – Business Structure & Compliance
	Item
	Score
	Notes

	My business structure fits my current business needs
	
	

	My business is properly registered
	
	

	Required licenses/permits are current
	
	

	I keep business and personal finances separate
	
	

	I maintain organized business records
	
	

	I understand my tax filing responsibilities
	
	

	I maintain required meeting minutes or documentation (if applicable)
	
	

	I have an operating agreement/partnership agreement if needed
	
	


Compliance Score: ______ / 40

Section 3 – Insurance & Risk Management
	Item
	Score
	Notes

	I have general liability insurance
	
	

	I understand what my insurance policies cover
	
	

	My coverage limits are adequate
	
	

	I review insurance annually
	
	

	I have professional liability/errors & omissions coverage if needed
	
	

	I have cyber liability coverage if needed
	
	

	I have workers’ compensation coverage if required
	
	

	I have a plan for handling emergencies/disruptions
	
	

	I identify and evaluate business risks regularly
	
	


Insurance & Risk Score: ______ / 45

Section 4 – Cybersecurity & Technology Protection
	Item
	Score
	Notes

	I use strong passwords
	
	

	I use multi-factor authentication (MFA)
	
	

	Passwords are not shared insecurely
	
	

	Important business files are backed up regularly
	
	

	Customer/client information is stored securely
	
	

	Devices and software are updated regularly
	
	

	Employees/team members understand cybersecurity basics
	
	

	I can recognize phishing/scam attempts
	
	

	Former employees/contractors lose access immediately
	
	

	My social media/business accounts are secured
	
	


Cybersecurity Score: ______ / 50

Section 5 – Financial Protection
	Item
	Score
	Notes

	Business bank accounts are separate from personal accounts
	
	

	I review financial statements regularly
	
	

	I monitor cash flow consistently
	
	

	I maintain a business budget
	
	

	I have emergency savings/reserves
	
	

	I use bookkeeping/accounting software or systems
	
	

	I monitor for fraud or suspicious transactions
	
	

	I understand my tax obligations
	
	

	I make estimated tax payments if required
	
	

	I work with a CPA/bookkeeper/advisor when needed
	
	


Financial Protection Score: ______ / 50

Section 6 – Intellectual Property Protection
	Item
	Score
	Notes

	My business name has been researched for conflicts
	
	

	My logo/branding is protected when appropriate
	
	

	I understand basic trademark protection
	
	

	I understand basic copyright protection
	
	

	I use permissions/licenses for content/images properly
	
	

	My original content/products are protected appropriately
	
	

	I have clear ownership agreements for outsourced work
	
	


Intellectual Property Score: ______ / 35

Section 7 – Operations & Systems
	Item
	Score
	Notes

	My business processes are documented
	
	

	Important files are organized and accessible
	
	

	I have backup procedures in place
	
	

	Team roles/responsibilities are clearly defined
	
	

	I have approval processes for financial decisions
	
	

	I regularly review business operations for inefficiencies
	
	

	My business could continue operating if I were unavailable temporarily
	
	


Operations Score: ______ / 35

Section 8 – Reputation & Customer Protection
	Item
	Score
	Notes

	I communicate professionally with clients/customers
	
	

	Customer expectations are clearly set
	
	

	Complaints/issues are handled promptly
	
	

	I protect customer privacy/confidential information
	
	

	My online presence reflects professionalism
	
	

	I consistently deliver quality service/products
	
	


Reputation Score: ______ / 30

Overall Business Protection Score
	Section
	Possible Points
	Your Score

	Legal Protection
	45
	

	Compliance
	40
	

	Insurance & Risk
	45
	

	Cybersecurity
	50
	

	Financial Protection
	50
	

	Intellectual Property
	35
	

	Operations & Systems
	35
	

	Reputation
	30
	


Total Score: ______ / 330

Score Interpretation
	Score Range
	Interpretation

	275–330
	Strong Protection Foundation

	220–274
	Good Foundation with Some Gaps

	160–219
	Moderate Risk Exposure

	Below 160
	Significant Protection Gaps



Priority Action Plan
Top 3 Areas That Need Immediate Attention
1. 
2. 
3. 

30-Day Action Plan
	Action Step
	Due Date
	Completed

	
	
	

	
	
	

	
	
	

	
	
	



Business Protection Reflection Questions
1. What area of business protection surprised you most? 


2. What is your biggest current business risk? 


3. What protection measure could save your business the most stress long-term? 


4. Which area do you tend to avoid or procrastinate on? 


5. What is ONE action you will complete this week? 



Final Encouragement
Protecting your business is not about operating in fear — it’s about building wisely.
Every policy, contract, system, and safeguard you implement today helps create:
· More stability 
· More confidence 
· More sustainability 
· More peace of mind 
Small steps today can prevent major problems tomorrow.

