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I f  you  don’t  do  anyth ing  d i f ferent ,  
			   noth ing  d i f ferent  is  l ike ly  to  happen.

Let’s assume you’re reading this booklet because you’re interested in change. 
You know there are parts of your business that aren’t going as well as they 
could be, and you long for clarity, direction, and support. Perhaps you have long 
recognized this need or maybe it’s just recently occurred to you. Either way, the 
concepts you’ll learn here will bring you a fresh and exciting perspective on the 
power you have to make your business as successful as you want it to be.

Each section of this booklet offers an overview of interrelated easy-to-apply business 
development tools that, when put to use, will help you move your business forward, 
faster. We’ve posed questions relative to your business and your professional goals, and 
you’ll be surprised and inspired by what happens when you take time to answer those 
questions honestly and look at your business within the context of the bigger picture. 
Doors will open, and you’ll be considering your situation from a new point of view.

The Biz Diva’s Tool Kit is designed to offer the following:
•	 Wisdom to understand that with specific actions you can immediately  

improve your business outlook

•	 Demystification of the planning process

•	 Overview of the One Page Business Plan®

•	 Introduction to Sales and Marketing Now!™ 

•	 Consideration of the impact “mastering your workflow”  
will have on your business

•  Bring you up close to the financial picture of your business

•	 Outline the options for getting the guidance, help, and support  
you need

Begin your journey with this thought:
If you think of all the planning you do to navigate your way through life— 
vacation plans, investing, learning your way around a new town, education,  
growing a family—you don’t leave those things up to chance and circumstance.  
So why would your business be the one area you’d not apply the tools and  
knowledge at your disposal? To create a roadmap for your business will be the 
single most effective move you can make.
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ONE PAGE BUSINESS PLAN ®

 

Step 1 :  Live  in  the  moment  – but  p lan  for  the  fu ture

 “Startling statistics reveal that 50 percent of small businesses won’t survive 
their first three years of operation. The single most important element that 
determines the success or failure of a small business is not developing a 
long-range business plan. Owners need to plan where they want to be in five 
years, both for their families and their businesses.” Improving the Health of 
Your Business, Nolo Press.

The One Page Business Plan® provides entrepreneurs and small business 
owners with a foundation for conscious business planning, which results in 
growth and profitability. 

Most business owners are overwhelmed, understaffed, and suffer from a lack 
of resources (money, capacity, time). The One Page Business Plan® provides 
the opportunity to take advantage of the assets you have and outlines how to 
use them in the most beneficial way.

You’ll get the planning out of your head, off random napkins, Post-it® 
notes, and backs of envelopes and into a condensed format that will help 
you build your business in a conscious, determined way. It’s a true “business 
changing” experience! 

You will chart your path and your progress, adjust what isn’t working as you 
go, and experience empowerment while navigating the course to success. All 
this on one page!

Write out your answers to the questions in this (and every) section. This will help 
you be specific in your responses and give you something to refer back to when 
you are ready to take the next step.

1)	 What will my business look like in 3-5 years? 

____________________________________________________

____________________________________________________

____________________________________________________

2)	 What do I want to be known for?

____________________________________________________

____________________________________________________

____________________________________________________

3)	 What do I need in my business to be successful over time?

____________________________________________________

____________________________________________________

____________________________________________________

4)	 What differentiates my business from my competitors?

____________________________________________________

____________________________________________________

____________________________________________________

5)	 What major business building projects do I need to get 
done in the coming year?

____________________________________________________

____________________________________________________

____________________________________________________
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1)	 How do you measure accountability?

____________________________________________________

____________________________________________________

____________________________________________________

2) 	 List three things that you would be doing differently  
if you were successfully “managing your time.”

____________________________________________________

____________________________________________________

____________________________________________________

3)	 List your current system(s) for managing workflow.

____________________________________________________

____________________________________________________

____________________________________________________

4)	 How many times a day do you delegate a task or a project 
to someone else?

____________________________________________________

____________________________________________________

____________________________________________________

5) 	 Are you willing to change what you’re currently doing? 
If so, why?

____________________________________________________

____________________________________________________

____________________________________________________

MASTERING WORKFLOW 
Step 2 :  Making t ime work for  you

We spend a lot of time each day thinking about all the information we might  
or might not need to get through the day. When your computer runs low on 
memory, you can just add more. Sad to say, you can’t do that with your brain. So 
it is not only important, but also critical, that you get the information you recycle 
over and over out of your mind and into a system you can access at anytime.  
 
There is a system that provides you with a central location to manage your  
business, your family time, your hobbies, and your social life (yes, you should  
have one!). Sound good? It can be done. 

•	 Mastering Workflow is an ongoing opportunity to gain focus, accomplish  
more, streamline work processes, and create greater team effectiveness  

•	 It begins with the commitment to change

•	 It enables you to stay focused and be quick on your feet

•	 You’ll get things done and not have constant weight on your shoulders

•	 You’ll maximize your time and energy with productive results

Mastering your workflow requires your willingness to take action, commit  
to change, and incorporate a new practice into your daily life. 
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FINANCIAL L ITERACY: 3  KEY  BASICS 

Step 3 :  So  what  are  you, an  Ostrich  or  a  Giraf fe?

Is your head buried in the sand when it comes to the day-to-day financial  
operations of your business? Or do you rise above and see the big picture? 

Do you know if your business is profitable? Are you charging the right price for 
your products or services? Do you know how much it costs you to keep your  
business open every day, regardless of how much you sell? 

“Ignorance is bliss” is the motto of many entrepreneurs and small business owners 
who live in fear of knowing the financial details of their business. But that can 
quickly turn the motto into “Ignorance is the root of all pain and suffering.”

You cannot make good decisions about any part of your business if you don’t  
know where you stand financially. To do so, you must do three things:

	 1)	 Understand and review your financial statements

	 2)	 Monitor your cash flow

	 3)	 Create a budget for the coming year

Projecting and planning will make the difference, not only between success and 
failure, but also between running your business or having your business run you.

If I tell you that getting comfortable with financial knowledge will allow you to be 
more successful, lighter on your feet, ready for anything, and, most importantly, 
that it’s easier than you think, would you consider taking the steps to bring your 
head out of the sand and into “the light”?  

Whether your financial situation is better or worse than you imagine, not 
knowing will not serve you. Whatever it takes, consider bringing yourself  
closer to success by knowing where your business stands.

1) 	 Do you know the fixed overhead costs for running your 
business? (Expenses that you pay every month even if you 
don’t make a single sale)

______________________________________________________

______________________________________________________

______________________________________________________

2) 	 Do you have an accounting system? If so, what is it?  
(QuickBooks, Excel spreadsheet, box with receipts in it, etc.)

______________________________________________________

______________________________________________________

______________________________________________________

3) 	 Do you have monthly financial statements and if so,  
do you know how to read them?

______________________________________________________

______________________________________________________

______________________________________________________

4) 	 Do you use a budget?

______________________________________________________

______________________________________________________

______________________________________________________

5)	 Is your business profitable? 

______________________________________________________

______________________________________________________

______________________________________________________
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MARKETING 

Gett ing  the  word out  requires  knowing what  the  word is.

A successful Marketing Plan outlines the actions you’ll take and the collateral  
you’ll develop to interest customers in buying your products or using your  
services. A good marketing plan identifies the range of activities necessary  
to achieve your sales goals. It will include the following:

1)	 What marketing activities offer your company the greatest 
opportunity for success? (print advertising, networking, 
direct mail, etc.) 

____________________________________________________

____________________________________________________

2)	 Do you have marketing collateral? Do you have a logo? 

____________________________________________________

3)	 How would you create a marketing buzz?

____________________________________________________

____________________________________________________

4)	 How much money, time and creativity will you commit  
to your marketing plan in the coming year?

____________________________________________________

•	Your company’s image and personality 
•	Your products and/or services
•	A description of your target customer 
•	Your unique selling proposition  
•	Your pricing strategy 
•	Your sales plan 
•	Distribution channels through which 

your products/services will be made 
available

•	Your industry category (retail,  
manufacturing, consulting, etc.) 

•	Your company identity—market leader, 
follower, challenger, or niche player 

•	Spending strategy using advertising 
and promotion

•	Communication selling points that 
convey the unique characteristics of 
your products or services

1) 	 How many hours per month will you and/or your  
team dedicate to selling?

____________________________________________________

2)	 How much money per month will you delegate to marketing?

____________________________________________________

3) 	 How do you track the results of your marketing and 
sales efforts?

____________________________________________________

SALES & MARKETING NOW! ™
 

Step 4 :  From s izz le  to  sa les

Sales are all about the money. Marketing is all about creating interest. They 
are the yin and yang of a successful business. Marketing is preparing the soil 
for planting, sales are the harvest. 

Marketing is handing out your business card at a networking meeting or giving 
your 30-second elevator pitch; selling is following up with someone who gave you 
his or her business card or whose elevator pitch showed they are a good match for 
what you sell.

A Marketing Plan outlines the range of marketing activities that need to be  
conceived and executed to support the sales growth of your business. 

A Sales Plan outlines the range of sales activities that need to be executed in  
order to reach those sales goals.

Building on the same principles as the One Page Business Plan®, Sales and  
Marketing Now!™ focuses on your capacity—the container that holds your 
time, energy, and money. By matching your needs with your capabilities, you 
can proceed with where to market and how to sell. Your plan separates the 
marketing strategy from the selling effort, so both pieces get their due. Once this 
plan is created, you will be out of the theoretical “what if ” and into the reality of 
taking tangible steps to achieve your goals. 

Thanks to marketing maven Maureen Lomasney and sales guru  

Polly Lemire for educating me in the fine art of sales and marketing.
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THE MANY WAYS THE BUSINESS DIVA ™ CAN HELP YOU 

Haven’t  you  wai ted  long enough to  get  your  business  in  shape?

Complimentary Consult 
Call or email to set up your initial 30 minute consult, free of charge! Talk with the 
Business Diva™ to learn about business development and how it will benefit you.

Women Building Business™ 

A One Page Business Plan® Group, especially for women. 
If you need a plan (and a one page plan at that!) and want accountability to 
implement your plan, you’ll find this exciting business development group made 
up of six to eight female business owners/entrepreneurs to be the perfect match. 
Experience the value of receiving group support, one-on-one coaching and business 
expertise; you’ll find it results in both growth and success for you and your business. 
Cost includes class time, three individual sessions, accountability, and development 
of your One Page Business Plan®.

Move Forward Faster™ 
A One Page Business Plan® Group, for men and women.The same content and 
deliverables as Women Building Business™, but tailored to a co-ed group.

Sales and Marketing Now!™ 
Create your annual sales and marketing plan using the concise one page protocol 
and prepare the perfect marketing program to drive your sales goals for the coming 
year. Entry into this group requires completion of your One Page Business Plan®.

Financial Literacy: Three Key Basics™ 
Understanding your financial statements, monitoring cash flow, and developing 
a budget will change the way you do business! These are three fundamental 
components to business health and often the most overlooked. The group format 
enriches the learning experience and you emerge with the proven empowerment 
that financial literacy provides.

Mastering Workflow 
This course is designed to change how you handle workflow and replace your  
existing habits with a demonstrated method for success.

Biz Divas™ 
A monthly meeting that is modeled after the original women’s group that has been 
in existence since October 2003. The structure of the group provides each partici-
pant with in-depth brainstorming and problem-solving sesshions. You will leave 
each meeting having set your intention and commitment to take at least one action 
between meetings and will report back the following month. 

SALES 

Turn  prospects  in to  prof i tab le  re lat ionships

The sales process begins once a prospect has responded to a marketing message 
or initial contact by you or a member of your sales team. A successful sales plan 
targets realistic sales goals that are based on past history and are achieved by 
focusing on the activity levels needed to deliver the desired results. An excellent 
Sales Took Kit will contain some or all of the following:

•	A contact management system
•	Lead generation (networking, direct 

mail response, cold calls, telemarket-
ing, referrals)

•	Support materials for first appointments
•	Presentation materials
•	Initial involvement offer
•	Special promotions/advertising

•	Website shopping cart
•	Trade Shows
•	On-going system to market to  

prospects who did not respond  
to first contact

•	Daily and weekly goals for new  
contacts, presentations, follow  
up calls, and business sold

1)	 How do you best sell your product or service? 

____________________________________________________

____________________________________________________

2)	 How do you convert leads to sales?

____________________________________________________

____________________________________________________

3)	 Do you have a contact management system, such as ACT? 
If so, what do you use? If not, how do you manage your 
client list?

____________________________________________________

____________________________________________________

(NOTE: I consider business cards, brochures, branding and advertising to fall under “marketing”)
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Quarterly Meetings
If a group isn’t right for you, but you want to maintain and “work your plan,”  
consider quarterly individual meetings. This requires a commitment to four  
meetings annually. We begin by updating your One Page Business Plan® for  
the coming year, monitoring and adjusting throughout the year, and concluding 
with an update for the following year.

Project-Based Business Development
This is an opportunity to receive expertise and assistance on business building  
projects such as One Page Business Plan®, budget development, systems  
implementation, delegation, HR requirements, infrastructure, time management 
and organization. A project-based relationship provides you with a written  
proposal that outlines our mutual understanding and the results you can 
expect. Every meeting is followed up with notes and your to-do list. You have 
unlimited email access for the duration of the project. 

ABOUT CYNTHIA RIGGS
Cynthia Riggs, the Business Diva™, is a lifestyle entrepre-
neur, having successfully started and exited three profitable 
businesses, including Making It Big®, her multi-million 
dollar mail order/catalog company, which she sold in 2004. 
She has launched her fourth enterprise, Women Building 
Business™, working as a consultant and teacher of business 
development to small and micro business owners. 

Cynthia’s conviction that every entrepreneur needs  
support, problem-solving opportunities and a useable  

business plan culminated in her certification as a One Page Business Plan®  
consultant. Cynthia has distinguished herself from other business consultants 
with her 25 years of entrepreneurial success. She draws upon that invaluable  
wisdom to help small business owners garner growth and financial success of  
their own. She shares her expertise and insights with businesses all across the 
country. Learn more about her work at www.bizdiva.biz.  
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CONTACT
E-mail Cynthia Riggs at cynthia@bizdiva.biz

Phone: 707.823.1602

Mail: PO Box 203, Cotati, CA 94931

Web Site: www.bizdiva.biz
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BUSINESS DIVA™ BUZZ

“Cynthia has talent, experience, and a lot of good sense. Any 
company will be fortunate to have her on their team!”

– Donatella Levintow, VP of Lending, Sonoma National Bank

“I feel I have a clear financial picture for the first time ever!!”

– Beryl Ryan, Calistoga Oasis Spa

“The OPBP format worked well for me—it was simultaneously 
short and sweet and very meaty. No fluff. The process was 
methodical and organized with a clear beginning, middle and 
end. Our one-on-one consultations exceeded my expectations. 
They were insightful and highly educational.”

 – Deborah Brandt, Homestone

“Thank you for your patience and for your perfect guidance. I 
appreciate you and the many talents that I have been fortunate 
to witness and utilize. This all feels just right to me, and I 
hope I will keep moving forward like a true Biz Diva.”

– Francine Krause, Prima Bella

“Cynthia provided me with invaluable advice on how to im-
prove my business profitability. Given my list of reasons why 
I could not make it work, she cut to the chase and called my 
attention to the psychological barriers that I had put in place. 
Cynthia has a way of seeing through a complex issue to the 
core and solving seemingly irresolvable dilemmas.”

– Cris Eggers, Communique Sign Language Interpreting

© 2006 Cynthia Riggs, The Business Diva™

Permission of the author is required to reproduce or use any portion of this book.


