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LAUNCH
Hi, friends!
I am so glad you're here, and most of all, thank you for
trusting me and purchasing the Launch business planner!
When I created this planner, it was with you in mind....yes
you!

As a startup business, there are a lot of steps that must be
taken to ensure that you can bring your vision to life. I
understand the challenges and frustrations that can come
when we have great ideas, and I can also relate to having a
lack of the resources we need to develop fully into our
greatness.

LAUNCH
We are going to start by getting your development obligations
in order. You may hear me identify some of the steps in your
launching process as stages due to there being a variety of
action-steps that we must use to prepare and operate
efficiently. I enjoy teaching about the stages of business
because they help us understand the process of the business
lifecycle and how it works.
When you have a clear understanding of the methods, you
will be able to prepare for yourself for any obstacles that may
approach in the future.

LAUNCH
The stage of business we will be focusing on is the Startup
Stage. When we think of planting a seed, one of the first
things we often think of is it being the start of life. When
starting a business, you’ll have to go into it with a similar
mindset, you are preparing for something to live or come
alive, and to do this, you’ll have to plant it and allow time for
it to sprout. Although we will target the startup stage, there
are five identifiable stages of a business: Launch, Growth,
Maturity and Renewal/Rebirth or decline. Each step from the
business lifecycle will prepare you for the next phase of
growth and development.

The startup stage is also where you begin to focus on your
business environment by watering it and nurturing it to grow.
In my own experience in business, this was an overwhelming
time in my life because I hadn’t planned well. I was able to
analyze later down the line that the companies failed because
I had only relied on being good what I did as my operation
plan. In all honesty, I started my first business without an indepth plan or vision on how to run it effectively. I also hadn’t
established a business plan, due to believing that my
creativity alone would assist me to blast off successfully.
What I don’t want you to do is make a habit of starting a
business, only to stop it.
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In my podcast, Chat with Sparks, my motto is, “Where
Business and Planning Make Sense.” I talk about success in
business, but I also discuss failure, so that startups can learn
to overcome them.
Many fail to realize the importance of planning alone, and
it’s one of the top causes of startup failure. I am here today to
help you save time by investing your energy into building a
well-organized and productive start-up business. I’m also not
saying it’s going to be easy; I’m just saying that you can
achieve it with guidance and support. If planned accordingly,
the startup stage can be quite lucrative if you cater to your
environmental growth.
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Today I can admit that the first few businesses should
probably have been considered hobbies. I had no clue of
what I was doing or why. I created business names, launched
websites, purchased Employer Identification Numbers (EIN)
and started marketing to get sales.
During those years I had always wondered why I would
consistently rise and fall, until one day during a business
training course in college, I learned that I hadn't done any
detailed planning or any research for my business and its
audience. Even in research, it's vital that we grasp every detail
and piece of information about the consumer to have a clear
picture of who we are serving.
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The first step of starting a business is knowing what it is that
you want to do and why. Although you may have a vision or
passion for your product or service, it is essential to have a
clear understanding of how you will flow on a day-to-day
basis.
In this guide, you will gain an idea and learn the process of
research to identify your why and develop a focus on what
you are seeking to establish. As you start the process of
planting the seed for your new business, take a moment to
analyze and evaluate your product or service. Decide how you
expect to deliver your brand's message and how you will go
about doing it.
Starting a business involves planning, research, and
knowledge of your industry. Business preparation can be an
exciting time in your life as you to break down the tasks on
your to-do list. Some of the primary functions may be
overwhelming on your checklists, but by enforcing them early
in the process, you will notice that your business will flow
easier.

LAUNCH
To align your information in your business, understand and
know your mission. I want you to have a clear vision of what
you want for your business now. Start identifying what you
want to achieve in the first six months, all the way up to six
years from now. Understand your structure and your goals by
creating solutions to strategies for your information systems.
Information systems allow you to make room for changes as
your business grows and are tools that help you develop with
little clutter.

Ok, let’s get started!

WHAT'S YOUR WHY

“The two most important days in your life are the day
you are born, and the day you find out why.”
—Mark Twain.
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Finding your WHY in business can mean a variety of
different things. However, it is essential to establish it in the
early stages of your startup to ensure you have the right
direction and balance in your business. As a new business
owner, it's essential that you can give back by participating in
philanthropic initiatives in your community. I want you to
take a moment to think about what you are most passionate
about and what you can do as a business to make a
difference. Do you enjoy helping families in need of food
and clothing? Feeding the homeless? Or maybe even
supporting charities in your local area?
Supporting a cause or charity is a critical step for your
business, and it will help you to add value to your company.
Your support will gain a positive outlook from your
customers, and you will also build loyalty through your
community involvement. I want you to go into business
healthy, and to do so; you'll have to have your priorities in
order by ensuring you are socially responsible and care about
others. This is a significant step towards finding your WHY!
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Questions to consider. Feel free to create your own.
What’s your WHY?
What do you care about as a business owner?
What are your strengths?
What will the top 3-5 core values of your business be?

What companies do you admire and why? Think of those that
reflect your industry.
How will you measure your life/business?
What do you want your legacy to say about your business?
What charities would you like to support?

CLARITY

“It’s not how far you fall, but how high you bounce that
counts.”
- Zig Ziglar
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I mentioned earlier that one of my many failures in starting
my first business was due to a lack of planning. After several
attempts in different missions, I was beginning to worry about
things going wrong and I was continuously making bad
decisions. I didn’t want to make failure a habit, so it was
essential for me to target what I was doing wrong during
those times. I found myself joining small business workshops
to obtain the knowledge that I felt I was lacking.
I also started taking trips to my local library to check out
available resources for my field of interest. By doing this, I
was able to analyze my workflow and create a checklist to
guide me further. A list of “to-dos” when starting a business is
a fantastic tool to have handy when you are just beginning. In
my beginner stages, I had checklists, but they were not in
depth enough to prepare me for downfalls. A useful list can
help you develop for all types of days, whether good or bad.
Once the checklist is complete, it’s time to write your
business plan. Sometimes we go into business with the wrong
intentions.
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The reasons may vary for each, but no matter what they are,
be sure that you are honest with yourself about why you
started. When you are honest with yourself about the
business you want to achieve, you’ll find you are more openminded to what it will take to make success within it. Try not
to start a company that is too much for you to handle or that
requires more time and energy than you have available to put
forth.
If you have a business idea that you already know will take
lots of time, focus on finding a support team or system that
can help you along the way. Have self-talk with yourself in a
bathroom mirror or any place in your home where you can
see yourself and ask yourself,
“Am I up for the challenge?”
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The reasons may vary for each, but no matter what they are,
be sure that you are honest with yourself about why you
started. When you are honest with yourself about the
business you want to achieve, you’ll find you are more openminded to what it will take to make success within it. Try not
to start a company that is too much for you to handle or that
requires more time and energy than you have available to put
forth.
If you have a business idea that you already know will take
lots of time, focus on finding a support team or system that
can help you along the way. Have self-talk with yourself in a
bathroom mirror or any place in your home where you can
see yourself and ask yourself,
“Am I up for the challenge?”

Startup Business
Checklist

"Three Rules of Work: Out of clutter find simplicity;
From discord find harmony; In the middle of difficulty
lies opportunity."
-Albert Einstein
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I have provided a sample of the Top 10 most important steps
to take for a Business Startup checklist that will help you in
getting started. Once you have narrowed down what your
product or service will be, you will need to:
1. Decide how your business will be conducted: Full time or
Part-time. Choose your hours of operation.
2. Conduct a proper market research analysis on your
product or service. Know and understand the risks, your
competitors, trends, etc.
3. Choose a name for your company and obtain company
contact information such as a business telephone number,
fax, postal address, and email.
4. Choose a structure for your business such as partnerships,
limited liability, sole proprietorship, or corporation.
5. Get an Employer Identification Number
6. Write a business plan
7. Register your company with your city and state and obtain
required licenses and permits
8. Determine your budget, funding and accounting options.
9. Get insurance for your business.

Identifying your
Structure

"You can have it all. You can’t just have it all at once."
– Oprah Winfrey

LAUNCH
Additional tasks to complete
1. Choose a name for your company and obtain company
contact information such as a business telephone number,
fax, postal address, and email.
2. Choose a structure for your business such as partnerships,
limited liability, sole proprietorship, or corporation.
3. Get an Employer Identification Number
4. Write a business plan
5. Register your company with your city and state and obtain
required licenses and permits.
6. Determine your budget, funding and accounting options.

By now, you may be aware that starting a new business takes
time and is hard work. For some, it may happen in a week,
and for others, it can take several months. Sometimes it can
even take years to get a business up and rolling. It all depends
on who you are and what it is that you are seeking to do to get
it done.
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Once you have decided to start a professional career of
owning your own business, you have committed to working
outside of the typical 9-5 work hours. At this stage, you have
signed yourself up to work extended hours that include many
evening or late-night shifts. Exhaustion is the price that you
will pay to succeed, but with perseverance and determination,
it’s worth it!

Business Plan Setup

“Let a man see what can get but make him imagine
what he can have.“
-Steve Harvey
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As my business began to excel, I had to adjust my plan by
adding and subtracting a few of its components. You may
notice this with yourself as well in the early stages. Try not to
feel unorganized or unproductive if you make changes from
time to time; it’s a process within the business lifecycle.
Next, I have highlighted a sample of what a business plan
includes. You may complete this throughout the next few
weeks. However, I would like to motivate and encourage you
to create a deadline that is within 30 days. A timeline will
help hold you accountable and push you to take-action.
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• Executive Summary- The executive summary should
provide a brief description of your company and its
purpose. This may include Objectives, Mission, and keys
to success.
• Company Summary- The company summary is similar to
the executive summary, however, it provides additional
detail about your company. This should include the
company’s ownership, history, and location.
• Products and Services- The products and services share
aligned concepts with various elements to them. This is the
description of the products and services and may include:
Competitive comparisons, Sales, and Technology.
• Market Analysis Summary- The Market Analysis
summary illustrates your industry through your research
findings. This may include Market Segmentation, Target
Market Segment Strategy, Market Needs, Market Trends,
Market Growth, Industry Analysis, Industry Participants,
Distribution Patterns, Competition and Buying Patterns,
Main Competitors.
• Strategy and Implementation Summary- The Strategy
and Implementation Summary is a breakdown analysis of
how and when you will distribute information. This may
include: Strategy Pyramids, Value Proposition,
Competitive Edge, Marketing Strategy, Positioning
Statements, Pricing Strategy, Promotion Strategy,
Distribution Patterns, Marketing Programs, Sales Strategy,
Sales Forecast, Sales Programs, Strategic Alliances, and
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• Management Summary-The Management Summary
provides a flow of structure for your business. This may
include Organizational Structure, Management Team,
Management Team Gaps, and Personnel Plan.
• Financial Plan-The financial plan is one of the most
critical segments of your business plan. This should list the
numerical analysis of your company’s cash flow. This may
include Assumptions, Key Financial Indicators, Break,
Projected Profit and Loss, Projected, Projected Balance
Sheet, Business Ratios and Long-term Plan.

Getting to know your
Industry

"There is no try. There is only DO, or do not."
-Yoda
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When you have decided on whether you will have a product
or service, you will then need to get involved in
understanding the essential elements to stay connected to your
industry. You will need to know your competitors, as well as
get involved in various professional groups to build your
network.
Throughout my journey, I learned that the planning stages are
often the most comfortable stages for startups. It's easy to
gather an idea and it’s easy to plan on what you want it to
become. The challenging part is deciding when and how to
act on the acquired plan. The key to getting through each step
is to stop overthinking and do it. If you plan well, the need to
overthink will not be necessary.
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Primary Research may include:
• Questionnaires (online or by mail)
• Interviews (either by telephone or face-to-face)
• Surveys (online or by mail)

Secondary Research may include:
• Data Retrieval for Target Segments (Demographics and
Lifestyles)
• Library Books and Journals (Sources and data collections)
• Internet (Competitors and locations)
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When you research your industry, obtain as much
information on your product or service that you possibly
can. There are no excuses these days when it comes to
finding out the information that you are seeking to find about
your small business and your product or service.
I want you to understand that there are several different
types of research. A few of the necessary forms that I
typically like to focus on is Primary Research and Secondary
Research. When you think of research, you have to raise the
bar quite a bit, as it serves many different areas in business.
With Primary Research, you can find out almost anything that
you need to learn about your small business.
It’s the beginning stages of your research, and you conduct it
for your business. Secondary Research is published or
existing data that has previously been collected, and it is not
done by you.

LAUNCH
To determine how you would use each, start by jotting
down questions that will help you in narrowing down your
research. Every business must know and understand their
market. Try to refrain from items that only benefit you by
placing yourself in your clients or customers position. Use
every resource available so you can see the full picture. If a
company fails to do adequate research, successful operations
will be impossible. If you lack time to invest quality time into
planning your small business, you will fail over-and-over
again.
I have listed some helpful questions to get you started in
your research process. When you have a clear understanding
of your product or service, you will be able to create a
strategic plan for your business, as well as the market
effectively.

LAUNCH
Questions to consider. Feel free to create your own.
What factors do you consider when purchasing this product
or service?
What do you like or dislike about current products or services
currently on the market?

What areas would you suggest for improvement?
What is the appropriate price for a product or service?

Execution and
Evaluation

“Your work is going to fill a large part of your life, and
the only way to be truly satisfied is to do what you
believe is great work. And the only way to do great
work is to love what you do.”
— Steve Jobs
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As you begin to execute your business plan, you will need to
have your vision narrowed down. The earlier stages of our
planning together should have helped you gain a clear view of
your direction. Once you have created a platform for your
business, you are ready to execute and start accomplishing
your goals.
Your business plan is the roadmap to your vision, and it will
help you in managing and achieving your goals. This is also
where you should create a Master Task List. This list will help
you to organize your business tasks and develop your
professional goals going forward.
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To keep track of your progress, regularly review and update
your Master Task List. Ask yourself questions such as:
1. What’s working or not working?
2. Where did the plan go wrong or fall off track?
3. What needs to be improved going forward?

In some situations, you may find that your current strategy
isn’t working, and that’s completely ok. It happens, but you
must be able to analyze when it’s time to re-adjust your
system and change your direction or focus. Try not to
overwhelm yourself by trying to fix everything at once. Start
at one place and work your way down the list.

LAUNCH
Improving the performance of your product or service is
critical in ensuring that your customers don’t lose interest.
Whether your product is tangible or not, the presentation that
you conduct is going to be what helps you in gaining
attention. The marketing mix and the four P’s strategy is one
of the top used methods in organizing a product or services
structure. These are tools that will assist businesses in gaining
a hold on their companies selling points.

The Marketing Mix is a compilation of organization products
or services which is a tool that gets a brand noticed. It’s all
about placing the product in the right place, at the right time,
and at the right price!

The 4 P's
(Product, Price, Place & Promotion)

“Always deliver more than expected.”
— Larry Page, co-founder of Google
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The best way to start is to begin by identifying your product
and your audience. Understand the elements in which you
need to review for your market. Every business is different;
no two companies are the same- so be sure that you research
in areas that make sense for you and your business.
Of course, there may be a variety of questions to analyze
depending upon what you have, but this is a great start!
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Product
The product or service seems very simple to answer-however,
it is not. You will need to create a breakdown analysis of each
component included.
•
•
•
•
•

What will it look like and why?
What color, size, or shape will it be?
How will it feel to customers?
How will you brand it?
How will customers use it?

Price
Price is essential being that customers are always seeking a
valuable deal or offer. In the pricing sector, you will need to
compile if you will offer any discounts or costs promotions
that will enhance the sale of your product or service.
•
•
•
•

What will the cost be?
How will you promote the cost?
Where are your customers financially?
How much is too much or too little?
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Place
The place your product will be purchased at is another
organizer of your brand's structure.
•Where will it be? In stores, online, or both?
•Where can your customers find the product or service?
•Where will you market it?
•Once again, these are just a few questions in which you will
need to organize to configure your location.

Promotion
The promotion of your product or service will be a broad one.
Development is not only the place of where your product will
be, however; it will be the places and all of the distributive
avenues such as newspapers, newsletters, magazine
advertisements, coupons, television, radio, flyers, and general
media-related services that expose your brand. Understanding
who your customers are and where they are at will assist you
with how to conduct promotion marketing.

Networking

“The big secret in life is that there is no secret.
Whatever is your goal, you can get there if you are
willing to work.”
–Oprah Winfrey
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Whether you are running a business or engaged in a growing
career, professional networking is essential when seeking to
expand your circle of influence and build long-term business
relationships. Networking can become exhausting when done
too often. The process can be time-consuming and flat out
unproductive if it’s not done right. With several years of
active networking under my belt, I have found that the time
invested in networking can and will pay off if you play your
cards right.
Many years ago, I was networking almost daily. It was tiring,
and it was becoming a drain on my mind and my body.
During that time, I was still working in my corporate position
during the day, and by night, I was a struggling entrepreneur
attempting to launch my small business in my industry of
public relations and marketing. I was eager to focus on my
profession full time, in hopes to leave my workplace and
work 100% for myself. I was on a mission!
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I would have my business cards in my right hand and my
elevator pitch in my left. I had my game face on and was
ready to market my small business every time. Again, and
again, and again.
Does this sound familiar to you?
I don’t like to use the word “struggle.” It’s a hard word, and
the meaning itself can be constricting. But in all honesty, that
is what I was doing. I was holding myself back from being
prosperous in networking because I hadn’t adequately
enforced a plan on how to promote myself after the
networking events were over. I’d share my elevator pitch,
hand out a business card, listen to the other business owners
spill about their business services or products, get their
contact cards… and walk away. I had no plan when it was all
over. I only hoped that someone from the event would
remember who I was and shoot me an email expressing how
much they needed my services.

Create a Plan

“The way get started is to quit talking and begin
doing.”
– Walt Disney
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Create a Plan
When you approach a professional during an event, focus on
how you each could benefit from one another. They may be a
great person to connect with on various levels besides just
purchasing something from you. Collaboration is essential for
any career path, and this is a reason that networking is so
important. No matter who you are or what you do, it also
helps you create a list of referrals. When experimenting with
different environments, you will begin building your
character, which is a necessity. No matter who you are or
what you do, it helps you create a list of referrals.
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Once you have finished networking from the evening, don’t
go home and relax. Gather all of the business cards you
collected from the night, and start sending thank you emails. I
love this method because this is an instant connection of
professional outreach. Let the receiver know that it was a
pleasure learning about their products or services and stay
connected!
My business had achieved few customers during my early
networking phases, and I was beginning to feel overwhelmed.
I was also running out of money due to investing so much of
it in my business. For almost seven years, my agenda
revolved around networking, and with little success. I kept
going at it because I made a promise to myself when I started
that I would never give up. And I’m glad I didn’t. I began
getting my clients through referrals.
Yes, Word of Mouth. I am still a firm believer in that system.
One of the best ways for others to know about “how” you
work, is to hear from their family and friends. Many of the
emails I sent out after the networking events turned into
friends or associates of some kind- and they began to share
my PR and marketing services with other business owners.
Suddenly, I became the “Let’s say I know a guy… or
gal…you get my drift.

Referral Benefits

“The pessimist sees difficulty in every opportunity. The
optimist sees opportunity in every difficulty.”
– Winston Churchill
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How many times have you heard information about a
company and typed them in on Google (which is my personal
preference of quick research) to find out more about them?
When you’ve gone to your search engine, you then go to their
social media links or websites to see what other consumers
are saying- right?! It’s important to keep up the hard work and
keep at it. Networking takes time, and it’s all about learning
where to go and how to mingle. There are numerous benefits
of networking.
Are You Networking the Right Way?
You must have an eye on which networking events are a
good match for you and your product or service. It is
important to remember that the style of networking events
may vary as well. Are you attending to meet potential
customers? Gain press? Media? Or meet new friends?
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Go in full force and with your head in the game. Understand
what you are there for and why. Successful networking takes
time, so don’t rush the process. Just be sure that you have
your business cards, elevator pitch, and game face on as soon
as you enter the room.
Another valuable opportunity when attending networking
events is that you can find different professional groups that
may be a reflection to what it is that you do in your business.
Surrounding yourself different groups like yours will help you
gain ideas, utilize resources, and find referrals. Try joining the
groups that you connect with through networking and offer
them incentives for sending customers your way.

You are Your Brand!

“You learn more from failure than from success. Don’t
let it stop you. Failure builds character.”
– Unknown
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When structuring your business, you must first understand
that YOU ARE YOUR BRAND!
I am emphasizing on YOU being your brand because it 100%
begins with you and your strategic approach to building and
growing your business. Branding yourself is critical if you are
serious about running a successful business. Our society is
consumer based and how you present your brand is what you
will get back in return. Your overall brand is what people will
begin to identify with as you grow and develop relationships.
Success may not always come immediately, however; it will
come with persistence, motivation, and dedication of how you
align your company.
When I say align, I am merely stating that everything MUST
be consistent. It is hard to stay consistent and organized if you
don’t apply structure.
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When structuring your business, you must first understand
that YOU ARE YOUR BRAND!
I am emphasizing on YOU being your brand because it 100%
begins with you and your strategic approach to building and
growing your business. Branding yourself is critical if you are
serious about running a successful business. Our society is
consumer based and how you present your brand is what you
will get back in return. Your overall brand is what people will
begin to identify with as you grow and develop relationships.
Success may not always come immediately, however; it will
come with persistence, motivation, and dedication of how you
align your company.
When I say align, I am merely stating that everything MUST
be consistent. It is hard to stay consistent and organized if you
don’t apply structure.
I’ve shared with you early on that I was all over the place at
one time in business. I failed to plan, and when I did, I never
pulled through with some of the things that I had anticipated.
There is so much more to business than this guide. However,
it’s important to take the first step.
Remember, YOU ARE YOUR BRAND!!!
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Ensure that your product or service is clearly defined and
promoting itself the same way all the time. If you have your
logo on a flyer, your logo needs to align and be everywhere
else as well. Your logo needs to be on your website, your
business cards, and any other marketing tools or supplies that
you are using to share your company with the world. When
you pitch yourself to a potential customer, no matter how
much you re-shape your verbiage; the message should
ultimately always be the same.
I encourage you to continue to grow and develop, and never
stop learning. Great things take time, so be sure to launch,
create and explore who you are, and the impact you want to
make in the world!

What’s Your Message?
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Thank you for purchasing the Launch planning guide for Startups!
I started my PR & Marketing company with one vision, and that was to
help startups like you to thrive and stay around for years to come in
your industry.

Congrats to you for taking the first step towards being the wonderful
new business that I know you will become. When I started my first
business, I had no clue of what I was doing, however, what I did know
was that I wanted to succeed!
I believe in you so much, that I create this planner as a guide to help
you target what’s most important to you and your business as you
develop into a savvy and successful entrepreneur.

I have so much more to come and I thank you, thank you, thank
you for supporting LAUNCH!

You’ve been launched!

Chat soon,

Chanette Sparks

