
 



 

 

Introductory Guide on How to Start a Business  by Paul Morgan…. 

 

 

 

 2 

Table of Contents 

  

  

Welcome ---------------------------------------------------------------------- 3  

  

Step 1.  Concept ------------------------------------------------------------- 4  

  

Step 2.  Financial Forecast -------------------------------------------- 5,6,7  

  

Step 3.  Location ------------------------------------------------------------- 8  

  

Step 4.  Competitive Analysis --------------------------------------------- 9  

  

Step 5.  Design ----------------------------------------------------------- 9,10  

  

Step 6.  Name and More ------------------------------------------------- 10  

  

Step 7.  Finalize Products and Services ------------------------------- 11  

  

Step 8.. Recruit, Hire and Train ---------------------------------------- 12  

  

Step 9.  Management Information System ---------------------- 12,13  

  

Step 10.  Place Orders ------------------------------------------------ 13,14  

  

Step 11.  Bookkeeping ----------------------------------------------- 14,15  

  

Step 12.  Management ----------------------------------------------- 15,16  

  

Step 13.  Marketing ------------------------------------------------------- 16  

  

Step 14.  Team ------------------------------------------------------------- 17  

  

Other Handbooks ----------------------------------------------------- 17,18  



 

 

Introductory Guide on How to Start a Business  by Paul Morgan…. 

 

 

 

 3 

Welcome…  
 

If you are reading this handbook because you have plans to open a business then 

you are light years ahead of most people.  The vast majority of people just close 

their eyes and hope for the best.  Now let’s be honest.  You haven’t time to read a 

book the size of “War and Peace” and I haven’t the patience to write it.  We are 

both too busy, so let’s get right down to it, we only have so much time and time IS 

money!  

 

There are lots of people with great ideas but ideas are like streetcars, another one 

is going to come along in a while.  It is what you do with the idea that is 

important.   

 

There are several key steps that you must follow if you are going to open a 

successful business.  Yes, you might be one of those entrepreneurs who is in the 

right place at the right time and succeeds in spite of himself but that is like 

winning the lottery and few people win.    

 

I have presented the information in this handbook in steps and I suggest that you 

understand each step before moving on to the next one.  Cutting corners now will 

lead you to cutting corners later on and operating a business is so challenging, 

that unless you are thorough you’ll miss something and then suffer the 

consequences of your actions.    

 

Before we go any further, let’s make sure that you have some experience in the 

business that you are planning to open.  Having a little experience is a very good 

thing.   

 

Your idea can wait if you have to gain a little experience.    

 

This is a handbook – it will take you ½ hour to read - not one of those hundreds-of 

pages “Dummy” books or a textbook  
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Step 1 - Concept.   
  

How well can you describe what is going to happen in your business once it is 

operating?    

  

Close your eyes.  Describe what is happening when you first open for the day. 

    

 How many staff is there?    

 What are they doing?   

 What are they wearing?    

 Who is in your business in the middle of the afternoon?   

 What type of goods or services are they looking for?    

 Who is helping them?    

 

If you cannot describe things in that sort of detail you haven’t thought through 

your concept well enough.  Your concept has to be so clear in your mind that you 

can see yourself standing in the middle of your business before you’ve even 

opened for business, or even better than that, before you’ve even signed a lease 

or opened a bank account .   

 

Also, if you are so tuned in, you should have a sense of what products and 

services you want to sell and at what prices.    

 

So you do have a concept.  Now write it down and don’t miss anything.  Get 

everything down on paper so you can sit back and look at it.  This is soooo 

important.  By writing it down you will see the holes in your concept.  

 

Now go and run your concept by a few people who you respect.   

 

(Stay away from your brother-in-law and your neighbor because they will shoot 

you down not because the idea is bad; instead, because they are scared to death 
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that you might actually succeed.)  Jealousy is a funny thing.  People pretend to be 

on your side when really all they want is to see you fail.  

 

So find those couple of people who will give you objective opinions and listen to 

what they have to say.  If they tell you it is a BAD idea, then go back to the 

drawing board.  You will thank them later, I promise.  Once you have refined your 

concept then float the idea again and listen again.  You’ll get it right eventually.  

 

This is where a mentor becomes a very valuable member of your team.  Find one.  

Find more than one.  They are the people who have already made those mistakes 

that you’ll make if you don’t listen to them.  

  

Step 2 – Financial Forecast   
 

In this Step you have to make up a mock profit and loss statement one year ahead 

of time.  And I am not kidding!    

 

If you are ready, then sit down and on a spreadsheet, mark down how many 

customers you are expecting to serve or how many services you plan on 

delivering.  This can be done daily, weekly, monthly or seasonally.  

 

Where are these numbers coming from?  You either 

have experience in the business – I hope that is the case 

– or you have observed a similar business in operation 

and feel you can do better.   

 

You know who their customers are and feel strongly 

that you can win over a certain percentage of them.  

 

Wouldn’t you 

like to know 

BEFORE you 

spend your 

money whether 

you should 

spend your 

money?  

Once you know what kind of activity you are expecting to do multiply that number 

by the average price of your goods or services that your customer will be 

purchasing.  

  

You MUST do this work because Revenues drive your entire decision making 

process going forward.    
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How much rent can you afford?    

 Can you hire an assistant?    

 How many staff members are you are going to have on the schedule?    

 What is your marketing budget?    

  

If you are not comfortable with spreadsheets find someone who is and give them 

the information to input.    

  

After you have built your revenue, stop and look at the Total Revenue.  Is that 

what you had in mind?  If not, go back and re-work the numbers.    

  

You have to be happy with your revenue projections so take 

the time to understand where your business is  

 

coming from and whether there is an opportunity for growth 
going forward.    
  

Then you have to figure out what your costs of purchasing 

goods or delivering services are and then subtract that 

number from your sales and you get something called 

Gross Profit.    

Everything is 

driven by your  
Financial  
Forecast  

 

Labor is next and you have to budget for management and staff.  Now I am not 

talking about pulling numbers out of thin air I am talking about sitting down with 

a pen and paper or with a spreadsheet and drawing up schedules for the first 

year.   

 

Yup, week over week, month over month so you know before you open what your 

costs are going to be.  Wouldn’t you love to know what you are going to be 

spending on labor before you ever open your doors?    

  

Obviously you can make changes to schedules once you open and you get a sense 

how busy you are going to be but get used to thinking about those numbers now.  
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So you have your revenue, your costs of goods sold and your labor.  Good work!  

You now have to make allowance for other expenses.  

  

Other expenses are either directly affected by revenue, so can be budgeted as a 

percentage of sales (paper supplies 1% of sales revenue) while others are fixed 

and are not tied to revenue (rent $3200/month).  I could go on but we’ll run out 

of time.  

  

So if you have done things properly – and why wouldn’t you have – you should 

have a sense if your business is profitable or not.  And again, you haven’t even 

opened yet.  Nice to know isn’t it?  Thank you.   

   

  

Step 3 – Location 
 

Location, location, location.  Enough said; but also easier said than done.    

 

 Do your best to secure the location that is the right for your concept and be 

done with it.  (You might be working from home, so think of where in the home 

you will be able to be most productive and have the fewest interruptions.  Good 

luck!  Actually working from home can be a great savings and can be easy as 

long as you are set up properly)  

 

 Your choice of location will be driven by price as you can only afford what you 

can afford and your financial forecast will give you that number.  Of course, 

the better the location the better chance for success, but don’t get trapped 

into waiting forever.    

 

 If you are great, customers will find you and I am sure you aren’t going to open 

your business in a basement behind the garbage recycling center anyway.    

 

 Do not overpay and watch the length of term.  Try and negotiate a shorter 

term – say 3 years – with two three year options.    
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 Watch the common area maintenance charges.  $20.00 per square foot can 

become $28.00 in a hurry. Check with the utility companies to see what the 

average bills have been over the past few years.  

 

 Have your contractor go through the space to estimate what the capital 

improvements might cost you.  Maybe you can arrange for the landlord to chip 

in some money for some capital improvements in exchange for you signing the 

lease.  

 

Step 4 – Competitive Analysis  
 

Get out there and check out all the businesses you see as your competitors but do 

it with a purpose and take notes.  

  

 Who is going into Sally’s Place?   

 When they are there?   

 What are they buying?    

 Are their customers your prospective customers?    

  

Go to all those places that you see as direct or indirect competition and learn 

everything you can about them.  (Note: you should keep doing this even after 

you’re open, or at least send someone else to keep tabs on them.)  

 

Step 5 – Design  
  

If you can’t design, then hire someone who can.  You need to get a sense of how 

your work space is going to function.    

  

Build your space to accommodate your customers not your employees.  The 

customer experience should be paramount in your mind.   

  

Again work through in your mind ahead of time what is going to happen in the 

space.   



 

 

Introductory Guide on How to Start a Business  by Paul Morgan…. 

 

 

 

 9 

Look at traffic flow.  Decide on your floor layout keeping in mind the need to be 

able to accommodate different types of customers.  Make things easy! Ensure you 

can effortlessly access all areas of the business.  

 

I’ll say it again, don’t worry about the staff or management, they’ll make do.  

Customers first…customers second.    

 

As far as fixtures go, look at used as well as new.  Most furniture and fixtures can 

be bought from other businesses that have gone under – and there are lots of 

those.   In most cases used stuff is more likely dirty than it is worn out.  Hire 

someone to clean or re-finish it.    

  

Cash is King.  Hold onto it!    

  

Step 6 – Name and more  

  

Decide on the name and have someone design a logo that properly reflects who 

you are and what the business is all about.  Remember it has to stand the test of 

time as you are planning to be around for a while.    

 

Make sure the logo translates well in both color and black and white.  Look at in 

different sizes and different applications. (signs, online).    

 

Start thinking about planning your marketing strategy prior to opening your 

business.    

 

Select a marketing person or firm to work with. Get someone onside who is 

proficient in digital as well as traditional marketing. Find someone with references 

and experience.  
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Step 7 – Finalize Products and Services  
 

It’s now crunch time.  You have to make real decisions.    

 

 What products or services are you going to offer?   

 How much are you going to charge for them?    

 

You thought about this in general terms when you were developing your concept 

and completing your financial forecast.  In the case of products, you have to 

source suppliers for each product and decide on quantities you will require.    

 

(Note:  There will be suppliers who have exclusive arrangements with certain 

existing businesses in your area and you’ll have to establish yourself to gain their 

trust or you will have to source new suppliers.  I recommend the latter.)  

 

You usually have to establish credit with your suppliers.  They have been stuck 

with unpaid bills so often that you will have to pay COD until they trust you.  

Because of this, you will need extra cash set aside for inventory.  

 

You have to price your individual products or services.  Understanding all that 

stuff is very important.  If you have huge sales and no profit what good is that?   
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Step 8 – Recruit, hire and train  
  

 You know who you want working for you so go and get them.  Entice them 

to apply by placing interesting ads online.  Smart people will ‘get’ your smart ads 

and you want smart people working for you.  Remember, you are only as good as 

your worst employee.    

  

 Interview people twice in 2 different locales to make sure you get the real 

person in the interview.  Tell them “it’s not an interview, just a chat” and see if 

they relax and give you the ‘real’ them.   

  

 Once you have settled on the ‘who’ part, start training them and don’t ever 

stop.  Training is an ongoing process and everyone can learn something new.  Go 

over all the policies and procedures so you don’t ever have to do it again.    

  

 Meetings down the road should never be about rules - only about service 

and revenue and how to improve both.  Make sure that staff knows not only what 

is going on in your store but also what is going on in and around the area.  

  

How are you doing?    
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Step 9 – Management Information System  
  

What numbers do you want to track?  In business you need to track as many 

numbers as you possibly can. Invest in software! 

Overall sales, employee hours, invoices, petty cash etc.  

And so it goes.    

  

You don’t just want to record the numbers you want to commit them to memory.    

 What were our sales yesterday?    

 What was the labour percentage?    

 How do sales compare to last week, last month same day last year?    

Sorry, but that is the game, so get used to it.   

Management should be talking numbers before they say hello to each other in the 

morning or at shift change.   

   

“Average sale?”    

“Dollar average per customer per salesperson?”    

  

We don’t have time to cover it all.  

  

 Step 10 – Place orders  

  

Don’t order too much product on the first go-around because they’ll come in COD 

in all probability as we mentioned before.  You have to show suppliers that you 

are real, so place a few small orders to begin with to get your foot in the door.    

  

Set up terms with them as soon as possible but don’t look for anything past 30 

days because you don’t want to get heavily into payables as it gives you a false 

sense of security.    

  

In some cases the terms will remain COD and that is okay as you may be running a 

cash business with little or no receivables anyway.    
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Don’t ever let anyone ship anything to you without you first signing off on the 

order.  Some suppliers have a habit of telling you what they feel you need.  Tell 

them that you will check and let them know.  

  

 Step 11 – Bookkeeping  

  

There are some cool accounting programs available out there, so find one that fits 

your needs.  You can keep your more detailed records on spreadsheets then 

summarize them and e-mail them to your accountant at your year-end.    

  

As long as your records are accurate and clear, you will have no issues with the 

government.  

  

The records that you require include:  

1. A Daily Sales Summary  

2. A Cheque Register  

3. An Accounts Payable Journal   

4. A Daily and Weekly Payroll Summary   

5. A Petty Cash Journal  

6. An Inventory Journal    

  

With those documents and your bank statements you will be able to generate 

good financial statements and keep tabs on your cash flow.    

  

Initially I suggest that you do the bookkeeping until such time as you are 

conversant with the system so when you do hand it off you know what to look 

for.    

  

I am a big proponent of working in ½ months for inventory and payroll purposes 

rather than bi-weekly.  It makes things easy for statements as each month is a 

complete unit and at month end you can put all your stuff for that month in a box.  

 



 

 

Introductory Guide on How to Start a Business  by Paul Morgan…. 

 

 

 

 14 

Step 12 – Management  
 

You have to decide who is working, and when, to ensure full coverage.  If you are 

operating 7 days a week, 10 hours a day, you will need help.  You will need a free 

day to do the accounting and payroll or whatever has to be done.    

 

You will be working 7 days a week anyway because you’ll be having so much fun; 

but it looks good to have a schedule with some days off so if you want to leave 

early, you can.    

 

Remember if you don’t designate someone to be “the boss” in your absence then 

you will confuse your staff and your customers.  If someone wants to “speak to 

the manager” there should be a manager there for them to speak with.  Anyone 

who is designated a manager must then accept the total responsibility for the 

operation in your absence.  If they don’t want it, find someone who does.  

  

Sort out:  

 

 Opening duties and Closing duties, and   

 Shift change duties, and   

 Who is doing the bank deposits and   

 Who oversees the machinery and who is in charge of training.    

  

Wow.  
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Step 13 – Marketing  
  

I mentioned in Step 6 that you should have your marketing program ready to go 

waiting for the time to launch.  Get that stuff ready and start doing your thing.    

  

 Don’t spend gobs of money, instead look to generating a goodly 

amount of PR – it’s usually free for new businesses.   

  

 Place some little teaser ads online using your various social media 

platforms and get your staff to help out ‘spreading the word’.    

  

 Network through the local business association and chamber of 

commerce.  

  

 Get Digital Marketing working for you.    

It is all very important because you are only limited by your budget and your 

imagination; and you have a much bigger imagination.    

  

 Oh yah, you may need business cards, promotional flyers. 

Letterhead, envelopes, invoices etc.  Boy there’s lots to do.  

  

Step 14 – Team  
  

You are only as strong as the team you put together.  In this case I am talking 

about professionals.  You need a lawyer.  You need an accountant.  You need a 

business advisor/mentor/coach to bounce ideas off and keep you on track.  Don’t 

think you can “go it alone” it never works.  

  

Almost done. 

  

Relax.  Unwind.  Smile.  Why, because you are ready.  

Well, almost.   

  

This is an introductory guide only. Now the fun begins.   



 

 

Introductory Guide on How to Start a Business  by Paul Morgan…. 

 

 

 

 16 

To unlock the keys to successfully opening a small business I have written other 

handbooks that are current, relevant, and easy to follow. Read every single 

handbook you can get your hands on. Reading and putting into practice what I 

have written will increase your chance of success as an entrepreneur. I will show 

you:  

 

 How to Develop, Test & Deliver a Concept   

 How to Forecast Revenues   

 How to Price your Products & Services   

 How to Forecast your Cost of Goods Sold and the importance of knowing 

the difference between cost and margin.   

 How to Estimate your Labor Costs  

 How to Buy a Small Business   

 How to Lease the Right Space  

 How to Develop a Simple but effective Management Information System 

that will allow you to know “Your Numbers” – you will learn how to love 

your numbers by knowing how to collect them, interpret them, and act on 

them.  

 How to service your customers and how to train your employees to ensure 

every customer that enters your business should be treated “Like a Queen” 

everyday.  

  

As the owner/operator of Plan2profit.ca let me be your coach/business advisor to 

set you on the pathway to profitability in your business.  

  

The Haffhur Handbook 
Introductory Guide 
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