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Welcome
Welcome to the Business Agility Guide for a stronger and 

more resilient business. The team at VtSBDC has developed 

The Guide after working with hundreds of entrepreneurs 

during and after the pandemic and through a number of 

natural disasters and other threats affecting small businesses.

Our goal: Create a guide that will help you to build 

and maintain a nimble, responsive, and profitable 

business that can adapt and thrive in changing 

natural and business environments.

You are not alone: VtSBDC advisors are poised and 

ready to work with you through any and all of the 

steps of this program. Using the roadmap as your 

guide, enter wherever it suits you.  Take the steps at 

your own pace or connect with us when helpful to 

have an outside and objective partner.

We wish you a productive journey, 

THE VtSBDC TEAM
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What is the Business Agility Guide and  
why should I spend my valuable time on it?
Small business ownership has never been 

for the faint of heart, but the last decade has 

seen exponential growth in the pressure on 

entrepreneurs. The COVID pandemic ushered 

in a new era of threat that’s had long reaching 

implications. Add the multitude of new 

threats arising from climate events to cyber-

attacks and often the business environment 

feels uncertain and challenging to navigate. 

On the plus side, there is an ever-expanding 

host of new opportunities on the horizon. 

We created this guide because we heard you. 

You have told us that the last few years have 

been a roller coaster for your business, and 

that knowing what the right next steps to take 

has become more and more complex.

This program is designed to assist you 

in regaining control and agency of your 

business.

How does it work?

FIRST: PAUSE. 
Take a deep breath 
and congratulate 
yourself for being 
willing to take the 
time to do the work 
on your business. 

SECOND: ASSESS. 
You’re going to figure 
out where you are in 
relation to the three 
categories of business 
skills that encompass 
what is required to run 
your business.

THIRD: CREATE an  
ACTION PLAN.
You’re going to fill 
in the gaps and then 
reassess.

FOURTH: REINFORCE 
and FUTURE PROOF.
Make some longer-
term plans to prepare 
for the current and 
future business 
environment. 

01
Introduction
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Why do it?
Businesses that spend the time are more solid, satisfying, and successful BOTH 

in the short- and long-term. 

SHORT-TERM BENEFITS

Businesses that complete The Guide have happier owners (that’s you), 

happier staff, more satisfied customers, and higher profit margin. 

LONG-TERM BENEFITS

Two things happen when you complete this program: 

1 	 You will meet new opportunity with more confidence, strength, 

and financial capacity. 

2 	 If disaster strikes, your business will be able to withstand, 

navigate, pivot, recover from, and even thrive. Or if you make 

the decision to pivot out of the business you will do so from 

a position of certainty and power. Regardless, your response 

(whether it be to stay open, re-open later or close) will be more 

informed and better executed.
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The road map below shows the steps in order. 

Your progress, including where you enter and 

how quickly you do the program, is up to you. 

We suggest that you take the VtSBDC Business 

Skills Assessment first so you can have a good 

sense of where you are in relation to the skills 

encompassed by the three categories. The 

results are for you, but we encourage you to 

share them with your VtSBDC Advisor so they 

can help you with your Action Plan.

Each stop on the road map is clickable and 

will bring you to the section of this program 

that you are interested in, although doing the 

program in order can be beneficial.

Congratulations on taking this journey to 

a more satisfying, sustainable, profitable, 

resilient business.

Let’s get started.

Business Agility 
Guide Road Map

CLICK A STEP 
TO JUMP TO 

THAT SECTION
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02
Business Skills Introduction

Regardless of the size of your business, 

what your business does or how long you’ve 

been doing it, the core skills needed to run a 

successful business are basically the same.

To prepare yourself to take the VtSBDC 

Business Skills Assessment of how many 

of these skills you have mastered, here is a 

quick overview of the definitions.

The Guide breaks them into three categories, 

each with a subset of individual skills: 

Operations; Financial; and Marketing.

As you look at the three categories, there are 

skills in each that are certainly more “day-to-

day” and those that are more “big picture” and 

both are important in creating and running a 

business.

DAY-TO-DAY ACTIVITIES

“Day-to-day” means exactly what it says…those activities that are 

required on a daily or even weekly basis. They can be performing 

the function, managing it, or both.

BIG PICTURE ACTIVITIES

“Big Picture” are the activities that are more about planning and 

strategizing and collecting data so you can look at what you are 

doing and also plan more effectively for the future. These are the 

activities that can easily fall off your list just because they aren’t 

the day-to-day and in small business an owner wears a lot of hats. 

Sometimes too many at a time. But the big picture skills are as 

crucial to the health and long-term wellbeing and viability of your 

business as producing the product or delivering the service.
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SK IL L DEF IN I T ION

ADMINISTRATION

If Organizational Management (see below) is the understanding of why the 
business exists and what it takes to get the job done then Administration is 
making sure those jobs get done. It is the day-to-day tasks that are required 
to make your business work and fulfill your mission. Administration is doing 
the day-to-day functions of the business.

COMMUNICATIONS

As the owner of the business, the role of communicating about what you 
and your company are doing is yours. Communicating with your employees, 
vendors, professional partners, advocates, and your customers is crucial to 
success. Knowing when to communicate, what to communicate, the type of 
communication, and the tone of that communication is the required basic 
skill.

CYBER SECURITY 
MANAGEMENT

This is the management of all of your business’s connections to the outside 
world, from your website security, to who has company phones, to how your 
employees connect to the software programs used to run your business. In 
today’s world an understanding of what cyber security entails is paramount 
considering the increased level of cyber-attacks that can be directed at 
even the smallest of businesses. An attack can occur on any part of your 
company from your banking to your social media accounts. Management 
requires attention to detail and an understanding of which programs and 
connections need monitoring and on what schedule. Good record keeping is 
crucial so you can have all your information at your fingertips. Cyber security 
management also means having a plan in place for how your business could 
react and recover from any security breach/attack.

Glossary of Skills

OPERATIONS

This is the range of skills that defines how the business runs, who does what, and how it is 

managed into one cohesive process. Plus, how does the business prepare to meet both future 

threats and opportunities?
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SK IL L DEF IN I T ION

DECISION MAKING

As a business owner you will be making hundreds of decisions, large and 
small, so knowing your process for making decision is necessary. Starting 
with an awareness of how you make decisions personally can be very helpful 
in setting up your process for making decisions within your business. If you 
have never spent the time to identify how you make decisions you can look 
at how you gather information, assess and rank its value, who you might 
need to include in the process, and the length of time it takes you to come to 
a conclusion – all of these are steps to consider. Once you clarify (or create) 
your process then make sure you give yourself everything you need in order 
to make the decisions you will need to make – whether it is building in time to 
take a walk or always having pen and paper to make a plus/minus list or having 
your closest advisor in your contacts list.

DISASTER 
MANAGEMENT/
PLANNING PRE AND 
POST DISASTER

Planning for disasters and threats post-pandemic is now on every business 
owners’ radar. How and what you can do to get your business poised to be the 
most resilient is a recent skill added to this list. Having a Preparedness Plan 
that is up to date makes you much more able to navigate when the disaster or 
threat hits. And then post-disaster being able to begin to take the right actions 
in the right order for the best results is a 100% easier if you have given the time 
to prep and planning. If you do the disaster preparedness checklist (in this 
guide) you will have strengthened all of these skill sets so this is a win win for 
both day-to-day activities and the big picture view.

EXIT PLANNING

It seems counter intuitive to think about the end at the beginning but 
understanding your long-term goals can make planning for and running your 
business in the short-term more successful and satisfying. Knowing your exit 
plan helps you determine everything from how big do you want your business 
to get, how much money do you need to make, and how much debt do you 
want to acquire in the pursuit of growth. There is no right answer but knowing 
what you want by when is a great framework to add to your decision-making 
process. And, for instance, if you know you want a saleable business in the end 
then this is crucial to know now as it does impact current decision making in 
addition to future planning.

OPERATIONS
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SK IL L DEF IN I T ION

LEGAL 
REQUIREMENTS FOR 
BUSINESS

All businesses have legal requirements and knowing what is required of 
your business locally, on the state level and federally is a necessity. Legal 
requirements include permits, licensing, zoning, signage considerations, and 
all business registrations. Also, if you are leasing a space, an understanding of 
the types and requirements of commercial leasing is necessary. Knowing when 
to have a lawyer and what you need a lawyer for is also essential. Not all lawyers 
practice the type of law you might need – as an example a family law attorney 
will not be the right one to go to if you need to review your lease so knowing 
what you need and if the lawyer is the right choice is the first step.

ORGANIZATIONAL 
MANAGEMENT 

In small business, Organizational Management is done by you, the owner. Think 
juggler and musical conductor — you are the person who knows exactly what 
is going on, who is doing it and its purpose. What you want your company to 
do (from producing a product or providing a service) and how you do it (alone 
or with others), Organizational Management overseas all the actions required 
to be sustainable and profitable. This skill also involves understanding and 
balancing the other two categories of Financial and Marketing skills. 

PEOPLE 
MANAGEMENT 

The management of the people who work for your business is a critical skill. 
Common sense backed by multiple studies shows that happier employees 
make for a more profitable business. Employees need structure, including 
understandable and clearly delivered expectations, and recognition of a job 
well done (or a job that needs more attention). And additionally, a livable wage. 
Knowing and clearly communicating what you need of employees is the basis 
for good management.

PERSONNEL 
POLICES

Understanding state and federal employment laws can be daunting, but knowing 
when they apply to your business is critical. Knowing the steps for hiring your 
first employee is another important skill, and knowing who is an employee and 
who is a sub-contractor is necessary. Whether on your team or on a contract 
basis, Human Resource professionals can be very helpful in making sure 
you comply with all laws and setting up the correct systems. One of the most 
common mistakes is creating an employee manual on your own and not having 
it vetted by a human resource professional (and a lawyer). Many of these policies 
have serious implications and as a small business owner you need to understand 
when you need the assistance of an HR professional.

OPERATIONS
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OPERATIONS

SK IL L DEF IN I T ION

PLANNING AND 
STRATEGY

Owners spend a great deal of time doing what the business does - providing 
a service, crafting a work of art or a cooking a great meal - but planning, the 
working on your business (rather than in it) is often given considerably less 
time. But it is of equal importance. Knowing what method of planning works 
best for you - lists, mind maps, Business Model Canvases, narratives, strategy 
sessions - is extremely helpful. And then knowing how to take ideas from 
planning to implementation is encompassed by Organizational Management.

QUALITY CONTROL 
MANAGEMENT AND 
PROCESS 

There are specific quality control measures that are important for certain 
industries and if you are in one of those you need to know the requirements 
(food production is an example here). For all businesses there is a fundamental 
quality control measure that must be in place and that is the quality of what 
the customer receives. Whether it is a service or a product your quality control 
measures ensure consistency and they are important. Knowing what you want 
that quality to be and how you want your product delivered allows you to create 
systems that confirm the quality of delivery and product. Five-star hotels have 
exquisite quality control and high-end products do as well, it doesn’t matter 
if you have a product or a service delivering it consistently and well creates 
success. If you have a staff training for quality control is essential.

RISK MANAGEMENT

Running a small business is as risky sometimes as it is rewarding. Risk 
management is both planning for and managing the risk. Planning is about 
understanding what is a potential risk to your business – from market 
changes, to environmental changes, to employee issues, and everything in 
between. Identifying the risks, ranking them and making plans to deal with 
them (now and in the future) is fundamental to future management of risk 
and is one of the activities that are more “big picture view” and should be done 
on a consistent basis. When you have a crisis risk management immediately 
becomes a day-to-day activity. Without the planning phase you have lost the 
advantage of being prepared and in the middle of a crisis it is harder to make 
the best decisions so doing the planning side of Risk Management is crucial.
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OPERATIONS

SK IL L DEF IN I T ION

TIME MANAGEMENT

In looking at the skills required to run a business what becomes apparent is 
that one of the most important of all of them is the ability to manage your time. 
The first step is understanding how you think about time and how you manage 
it now. Do you like to do things at a scheduled time so you need to put the item 
in your calendar? Do you think better in the morning so you need to tackle the 
bigger issues then? Do you need to do only one task at a time (multi-tasking 
has been proven scientifically to NOT work)? Do you need to work alone or with 
others?  Knowing how you work and when you work best will make the most 
effective use of your time. There are many time management systems that can 
help, but they only work if they match the way you think about and manage time 
otherwise they only add another thing to be managed.

UNDERSTANDING AI 
USES AND THREATS

Artificial intelligence, or AI, is being utilized by small business owners every 
day, especially Generative AI, which is using AI to create words, images and 
video. Understanding how it might be an effective tool for your business is an 
important consideration in staying competitive. Whether you use AI to take 
notes, help you schedule tasks, or write your social media posts AI has a great 
deal to offer the small business owner. But also understanding if AI poses any 
threat to your business is equally important. AI is an everchanging landscape so 
understanding its uses and consistently revisiting how it affects your business 
is the newest skill on our skill set list. 

UTILIZATION OF 
TECHNOLOGY

Knowing what technology is right for your business is essential. From what 
software programs do you need, to what computer hardware is required, to 
what training do you and your staff need to effectively run those technologies, is 
all part of this skill set. Also understanding how the technologies that you 
use interact with each other is important for productivity and profitability. 
Technology changes at a pace that is often dizzying so having a good 
relationship with the vendors who provide the technology is good business.
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SK IL L DEF IN I T ION

ACCOUNTING 

Accounting in small business is most often the preparation and filing of 
tax returns and a CPA or accountant is hired to preform that annual task. 
Additionally, an accountant can assist the business owner in understanding 
what the financial reports (that are generated by the bookkeeper) are saying 
about the health and well-being of the company. Knowing when to speak with 
your accountant other than at tax time is part of this skill set as they can assist 
with all aspects of financial planning. For owners of sole proprietorships or 
LLC’s your accountant will also set up your quarterly personal tax payment 
amounts that need to be paid to the state and IRS.

BOOKKEEPING 

This is the day-to-day record keeping that allows a business owner to keep 
an accurate eye on how the business is doing. A financial accounting system 
should be used (like QuickBooks or Quicken if you are a solopreneur as 
an example) and updating all financial transactions in a timely manner 
is paramount so you can generate the financial reports required to make 
informed decisions. Some small business owners do the task themselves 
while others delegate it to a staff member or a hired bookkeeper. In any case 
bookkeeping – which is not to be confused with accounting – is a task that must 
be understood and often includes, in addition to keeping the daily monetary 
transactions recorded, other tasks like invoicing and inventory control.

COST CONTROL 

This skill speaks for itself, how you control costs in your business today and 
going forward is key to your long-term profitability and success. Creating 
systems for purchasing and inventory control that manage hidden costs 
and maintain the correct margins is critical. Reviewing your profit and loss 
statement (income statement is the other name for this) on a monthly basis 
can help you see fluctuations in cost and allow you to make the necessary 
adjustments so that your costs (expenses) stay in the range you need to 
maintain (or increase) your bottom line (profit margin).

FINANCIAL

The financial skills encompass everything about the numbers of your business from the 

inventory count to the profit and loss statement. It is an area that many small businesses feel 

the least comfortable in and yet it is crucial to be able to understand your numbers and what 

they are telling you about the health and resiliency of your business.
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FINANCIAL

SK IL L DEF IN I T ION

FINANCIAL 
MANAGEMENT 

This skill is about understanding and using financial reports to manage both 
the day-to-day financial health of the business and planning for the future. 
Equating the health of the business with your bank balance is not the full picture. 
Understanding it is the combination of the bank balance and the amount and 
age of your accounts receivable (who owes you money and when) combined with 
what your accounts payable are (who you owe money to and when) that provides 
you the full understanding of how cash moves through your business (cash 
flow). Also knowing the seasonality of your cash flow allows you to manage how 
and when you spend money for inventory and other purchases. Additionally, 
knowing the basic operating expenses of your business (the ones that occur 
monthly from rent or mortgage payments to insurances, payroll, or marketing 
expenses) allows you to know what revenue you need to generate in order to 
break even and be profitable. Knowing how to make financial projections is an 
important skill as well so that you can plan for greater profitability and growth. 
Financial Management is the key to an agile and successful business because the 
numbers tell you exactly what is going on in your business.

FINANCIAL 
MANAGEMENT 
OF DISASTER 
PREPAREDNESS 
AND RESPONSE

This skill encompasses three things: mitigation, response, and planning for 
the future. Once you have done risk assessment, the result may be mitigation. 
How much that will cost and how you fund the cost falls under this category. 
Secondly, when a disaster hits, whether it is natural or man-made, knowing 
what additional monies are needed to manage day-to-day is essential. Having 
a very clear picture of where the company is financially when the disaster 
hits is paramount to planning a response; maximizing current resources, and 
understanding how much debt, if any, can be assumed is a necessary skill.

PRICING 

Knowing how to price your product or service encompasses a variety of 
considerations. Pricing is based on several factors: the cost of producing the 
product, the value of your time as a service provider, the profit margin you 
need for the business to be successful, market considerations, and how you 
want your brand to be perceived (mid-range, high end?). As the owner you also 
need to calculate your time (how much would you need to pay someone to 
replace what you do if you are doing production or service work?). Combining 
all of these factors and any others that are relevant is the basis of a solid pricing 
strategy. Knowing what your competitors are charging is important, but you 
should not price your product or service solely based on what others charge.
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FINANCIAL

SK IL L DEF IN I T ION

STATE AND 
FEDERAL TAXES/
REQUIREMENTS 

This skill set goes hand in hand with the Legal Requirements skill set in 
Operations. Knowing what is required to be paid in taxes to your town, state, 
and the federal government and the process/forms for paying those taxes on 
the right schedule is a necessity. Taxes can include real estate taxes if you own 
your location, payroll taxes if you have employees, sales tax, room and meals tax, 
and self-employment taxes for the owner if they are not paid as an employee. 
Setting up the right accounts for payment, scheduling and making the payments 
and filing the correct documentation, if not done by the owner still needs to be 
overseen. As the owner you need to make sure this system is working seamlessly 
as penalties and interest for late or inaccurate payments from the state and the 
federal government are expensive.

MARKETING

Marketing is every action you take to tell the story of your business and informs every 

interaction you have with your customers. One of the biggest misconceptions is that marketing 

is synonymous with advertising.

SK IL L DEF IN I T ION

ADAPTING 
MARKETING AND 
COMMUNICATIONS 
FOR DISASTER(S) 

Having a plan for how to communicate with your employees, customers, and 
vendors during and post disaster is crucial. Communications are much different 
than regular marketing given the context and being sensitive to the situation 
allows you to hit the right tone. Giving this thought before a disaster hits is part 
of your marketing management skill and will make the communications smooth 
and effective if the need arises. If you have a disaster of your own making or one 
that is specific to just your business (for example a tainted product or an active 
shooter incident) then implementing a well-managed Public Relations plan is 
critical to how your business weathers the storm. If the impact could close your 
business, hiring an expert in PR should be considered. Understanding what 
marketing outreaches you continue and how much contact are part of this skill.
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SK IL L DEF IN I T ION

ADVERTISING AND 
PROMOTIONS 

How do you talk to your customers? With signage, ads in local papers, printed 
materials including your business cards, uniforms, newsletters, your website, 
your social media posts, and a myriad of other outreaches. All of these are 
advertising and promotions and the skills required to choose how to speak to 
your customers is part of this skill. The demographics of who they are help you 
determine which of these needs the most attention and what the language of 
the outreach should be. You talk to your customers like they talk to you. Listen 
carefully to how your customers talk about you and ask them how they found 
you – combining those two things can make your outreach more effective. 

CUSTOMER 
RELATIONSHIPS 
AND SERVICE

How your business defines who your customer is and what you want them to 
experience when they interact with you is at the core of customer relationships. 
Very few small businesses can count everyone as a potential customer, so having 
a clear definition of who is your customer is key to creating the best customer 
relationship. Not everyone needs to offer the same type of experience – knowing 
whether you are a 5-star B&B or a glamping site is vital in understanding what 
your customer wants and expects. And once you know that you can craft the right 
outreach that matches the right experience. A key to great customer service is in 
managing the customers’ expectations…they wanted glamping and they got the 
best glamping experience ever. Monitoring how your customers are reacting to 
their experience is also highly critical to your business success.

ESTABLISHMENT 
AND MANAGEMENT 
OF BRAND

Your brand, regardless of the size of your business, is one of your most valuable 
assets so this skill is paramount. Your brand is the tangible form of your name 
and how people see it: your logo and your tagline if you have one. Think Coca-
Cola: the bottle shape, the red and white, the typeface, all of Coke’s brand has 
been carefully managed for years to the point where you can go anywhere in 
the world and recognize it, they are the ultimate brand managers. You need 
your customers to see you in a consistent and relevant way and each day you 
build brand consistency builds relationship. The newest person on staff or your 
nephew taking a graphic design class redesigning your brand without a plan is 
not the best approach. A consistent brand equates to customer confidence so 
build it carefully and maintain it with care and attention.

MARKETING
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SK IL L DEF IN I T ION

MARKETING 
MANAGEMENT 

This skill is the management of all the skills that are listed below, from the 
creation and telling of your company’s story to what you say, how you say it, and 
when you say it, to tracking your customers’ response. Creating a marketing plan 
that includes assessing all of your options, planning and budgeting is the basis of 
this skill. The outcome of this skill is a well-crafted, measurable marketing plan.

PERSONAL  
SELLING 

This is the skill of positioning yourself as the owner and face of the company and 
feeling confident and comfortable doing so. This is you being your business card. 
How often you need to be the face of your business has to be considered and 
implemented. Personal Selling, like all of the other skills, can be learned.

SALES AND 
MANAGEMENT OF 
SALES 

Once you know exactly what your story is and who exactly your customers are 
then you can define the correct sales channels and how you get them to buy 
what you are selling. Do you sell only in-person? On-line? And how do you drive 
sales to your business? And what is the cost of those channels in both time and 
money is part of the planning and management of sales. Also knowing how 
many prospects you need so you have the correct number of customers to 
always be profitable and how you keep them consistently engaged is another 
important aspect of sales management.

MARKETING

Your next step is taking the first Assessment to 

measure your current skill level in each area.
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03
Business Skills Assessment #1

Now that you have reviewed the definitions of 

the three categories of business skills, which 

are the basis of any business, it is time to take 

a look at how you feel about your own. Your 

next step is to take the VtSBDC Business Skills 

Assessment #1.

The point of this exercise is to have a frank 

and current understanding of where you 

actually do stand in relation to all of the skills. 

Once you are clear on where your strengths 

and weakness are then you can take action. 

Knowledge is always power.

There are three levels of Practical Knowledge 
you can check for each skill:

You can do it, you like doing it, and you’re good at it.  

Note: one of our favorite adages is “just because you can, 

doesn’t mean you should.” Even skills you are competent in 

may require you to hire someone else to do it depending on 

the size of your business and what else is on your plate.

COMPETENT

NONE You have no knowledge of what this skill is.

SOME

You know something … enough to know you could do it. Or 

enough to know that you should hire and supervise someone 

else to do it. And you would feel comfortable that you had a 

handle on the process and the result.

— 20 —



VtSBDC BUSINESS AGILITY GUIDE

Will there ever be an Assessment in which all of the 
skills are checked off as competent? 

No. Many of these skills are in areas that change rapidly. Plus, as humans we 

simply have areas in which we are strong and areas in which we are less strong. An 

individual may have some knowledge of all of the skills…but competency in all of 

them is rare.

 Take time to do this step with quiet and without interruption if possible. There is a 

big positive to doing this step with care and attention. You can pause for a moment 

and congratulate yourself on all you do know, which is most likely a fair amount since 

you had the desire and motivation and guts to run your own business. And often in 

the day-to-day running of a business we lose sight of what we do actually do well, so, 

take the time to do a short victory lap.

This has been said before and it needs saying again —  

NO ONE HAS COMPETENCY in all of the skills. And even if you 

did uniquely have competency in all of them, there would not be 

enough hours in the day to perform all of them adequately. What 

you want, as a business owner, is to have enough knowledge of 

the skills to be honest about who (including yourself) should do 

them. So additionally, understanding your business partner’s 

or staff’s capabilities with the same level of honesty will allow 

you to have the complete picture so that you can make the 

right decision about when to hire outside services. And some 

frankly just need outside expertise — for example unless you 

are a firm of accountants you will want to hire one … or unless 

you are a lawyer you will not want to review your own lease 

document … you get the idea.

IMPORTANT NOTE
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Benefits to the team
There is more than just personal knowledge gained from using 

this assessment and the tally. Use it as a tool with your team. 

We advise our clients to use it in the following circumstances:

1 	 If you are considering entering into 

a partnership. With your life partner, 

friend, or a business associate. We 

often make assumptions about the 

people we think we know and the skills 

we think they have. In this case we 

suggest you do one on yourself and 

one on the partner(s). Have them do 

the same. And then come together and 

compare notes. Where do you overlap? 

Where is one of you stronger than the 

other? Use the results to plan who is 

going to be responsible for what. And 

if there are holes in the combined skill 

sets use the Action Plan step in this 

Guide to help you make a plan for filling 

them.

2 	 Use it to create professional devel-

opment plans for you and your staff. 

Where do you need more strength and 

depth in a certain area? What areas of 

interest do your staff want to improve?

3 	 You can use it in performance reviews 

to highlight areas to praise and areas 

that need attention.

4 	 If you are about to hire your first or 

tenth employee. In each case always 

do an update of your own and have 

each existing employee do their own. 

Combine them all for a total picture of 

the skill level of your business. Using 

this combined Assessment, you can 

hire with more confidence in the areas 

that need strengthening. A diverse 

group can have a healthy exchange of 

ideas which makes a business more 

vibrant. Of course, you want to share a 

common sense of work ethic and level 

of commitment but you also want varied 

sets of skills for the most sustainable 

business. 

5 	 If the business is feeling stagnant, you 

can use it as a tool to get revitalized 

or revisit the skill sets that match the 

areas of the business that feel like they 

need work.  In most cases, the strengths 

and weakness of you and your staff will 

match the areas of your business that 

are going well or not so well.
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OPERATIONS KNOWLEDGE NONE SOME COMPETENT

Administration

Basic Legal Requirements for Business

Communications

Cyber Security Management

Decision Making

Disaster Management/Planning Pre and Post Disaster

Exit Planning 

Organizational Management

People Management

Personnel Policies

Planning and Strategy

Quality Control Management and Process

Risk Management

Time Management

There are three levels of Practical Knowledge for each skill:

NONE: You have no knowledge of this skill. 

SOME: You know something … enough to know 

you could do it. Or enough to know that you 

should hire and supervise someone else to do 

it. And you would feel comfortable that you had 

a handle on the process and the result. 

COMPETENT: You can do it, you like doing it, 

and you’re good at it. Note: just because you 

can doesn’t mean you should — even skills you 

are competent in may require you 

to hire  someone else to do it 

depending on the size of your 

business and your workload.

Business Skills Assessment Tool ASSESSMENT #1

CLICK TABLE  
TO ADD CHECK 

MARKS

Name_____________________________________________________________________________________________

Date Taken_ _______________________________________________________________________________________
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For a big picture view, use the next step  

to create a tally of all of the skills.

OPERATIONS KNOWLEDGE (continued) NONE SOME COMPETENT

Understanding of AI Uses/Threats

Understanding Your Industry

Utilization of Technology

FINANCIAL KNOWLEDGE

Accounting

Bookkeeping

Cost Control

Financial Management

Financial Management of Disaster Preparedness/Response  

Pricing

State and Federal Taxes/Requirements

MARKETING KNOWLEDGE

Adapting Marketing and Communications for Disaster(s)

Advertising and Promotions

Customer Relationships and Service

Establishment and Management of Brand

Marketing Management

Personal Selling

Sales and Management of Sales

Social Media

Website
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Business Skills

Assessment  
Tally #1 
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04
Business Skills  
Assessment Tally #1

You’ve completed the Assessment (you will 

have chosen one of the levels for each skill 

set within the three major skill set groups), 

and now it is time to add them up and see 

your tally (how many did you have in the 

Levels of Practical Knowledge: None; Some; 

and Competent). This gives you a big picture 

of your skills and should give you some top-

level information about why certain things 

are occurring in your business. 

For example, if all the “None(s)” are in 

Financial, that might be why you wake up in 

the middle of the night worried that there 

isn’t enough money in the checkbook to 

pay the bills. Or if you spend zero time on 

marketing and are concerned about how 

many customers you have, maybe the 

“None(s)” are all in the Marketing section.

Pause and be pleased with the number of Some(s) and very 

pleased with the number of Competent(s).

And get ready to take action on the number of None(s).

You will want to have your full Assessment on hand for the 

next step of Creating Your Action Plan but the overall tally 

is informative to know by the three categories. 
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Business Skills Assessment Tool ASSESSMENT TALLY  #1

LEVEL OF PRACTICAL KNOWLEDGE

TOTAL TALLY NONE SOME COMPETENT # OF SKILLS

OPERATIONS SKILLS TOTAL 17

FINANCIAL SKILLS TOTAL 7

MARKETING SKILLS TOTAL 9

ALL SKILL SETS TOTAL 33

 Remember that there are multiple uses of this information. Don’t 

just use this to inform yourself —if you have a team, the big picture 

view is informative. And sometimes a more streamlined view of the 

information can be easier to use in the short-term.

The next step is to create your Action Plan that 

will address the areas you want to learn or polish.

Name_____________________________________________________________________________________________

Date Taken_ _______________________________________________________________________________________

CLICK TABLE  
TO ADD  YOUR 

NUMBERS
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Notes_ ____________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

CLICK TO 
ADD NOTES
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05
Create an Action Plan

It is important to pause here and make a 

decision. Do you want to do this plan creation 

on your own? Or do you want to do it with a 

VtSBDC Advisor? You may have already been 

working with one on this project, or you may 

have worked with one in the past but we are 

here to help you through The Guide. It is a 

sizeable piece of work and we understand 

that and are poised to help. We can help you 

create the plan, give you guidance on how to 

complete it, and be by your side as a coach/

mentor/cheerleader as you fit this into your 

day-to-day. We can’t do the work for you but 

we can be by your side as you 

do it. If you decide to go 

solo, your next steps are 

explained below. 

Building Your Action Plan

1 Use the Action Plan Worksheet provided on page 33, or download a 

separate PDF for it here. You can fill in and save your answers in the 

PDF or print them out for future use.

2
As you go through the steps of creating your Action Plan, you won’t 

need to group the skills by the three categories anymore: Organization, 

Financial or Marketing. For this exercise you will look at the individual 

skills and their designations of “None,” “Some” or “Competent.” And you 

will mainly focus on the “None(s)” – the areas where you have no working 

knowledge. Secondarily you will look at the “Some” skills to determine if 

they need to be updated or polished.

CLICK TO REACH  
AN ADVISOR IN  
YOUR REGION
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3

Once you have determined the “None(s)” and the “Some(s),” it is time to 

prioritize them by putting them in the order you want to tackle them.

Priorities can be set in various ways. Here are a few suggestions:

	 Let your business set the priorities. Take a good, honest look at its 

current areas of weakness. No business ever runs 100% smoothly 

so be honest about yours. Are you having cash flow problems and 

feel like you have no handle on the finances then prioritize the skills 

related to that. Your systems are set up well but the orders are simply 

not coming in fast enough then prioritize those that are related to 

sales. Your business will tell you what it needs if you pause to listen.

	 Or what are you most interested in? Sometimes it can be important 

to make the goals achievable by doing the things you like first and 

that’s okay as long as you don’t avoid the things you don’t like entirely. 

If you need some early wins this is one way to do it.

	 Or “eat the frog first” - the philosophy of doing the things you don’t 

like first so you get them done and they’re not hanging over your head.

4 Now that you have figured out your approach to prioritize them, use the 

Action Plan Worksheet on page 33 and write them down in that order.

5

The next step is to be very clear about how much time you can and 

should devote to this process. Is it an hour a week? Two? And where does 

it fit? This is a work activity, so fitting it into your work day does give it the 

priority it deserves. But we also understand that every business owner’s 

week is filled with more than enough to do. Here is the reality, though, if 

you’re lacking some of the major skills, your business is not in the best 

state and whatever challenges are facing it now will not magically go away. 

Be realistic. Don’t pick Monday morning or any other time that is very 

active for your business.
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6 Once you have decided how much time you can spend put some dates in 

the Action Plan. Having time frames and deadlines is a very effective way 

to stay on task. 

7
In many goal-oriented programs, they suggest you find 

an Accountability Partner. If you would like a VtSBDC 

Advisor to be your Accountability Partner, please get in 

touch to start the process.

The next step is the actual doing: COMPLETE your 

Action Plan Worksheet, COMMIT and START.

Creating an Action Plan is about planning. Once you create 

an action plan that is doable and you had “None” next to the 

Planning Skill Set in Organizational, you can already move that 

to at least “Some” and give yourself a gold star.

CLICK TO REACH  
AN ADVISOR IN  
YOUR REGION
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Business Agility Guide

DATE DUE COMPLETED

“NONE” SKILLS TO LEARN

1

2

3

4

5

6

7

8

9

10

11

12

13

14

“SOME” SKILLS TO LEARN

1

2

3

4

5

6

7

8

9

10

11

12

13

14

Name_____________________________________________________________________________________________

ACTION PLAN WORKSHEET

CLICK TO 
ADD CHECK 
MARKS AND 

SKILLS
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Notes_ ____________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

CLICK TO 
ADD NOTES
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You have your Action Plan in hand. Now you’ll 

need to do the work of filling in the blanks 

and gaining the skills you need or polishing 

some others. For some, the list will be short 

and feel very doable. For others the list will be 

longer and might feel daunting.

06
Do Your Action Plan

In any event it is a good time for a PAUSE 

to remind yourself why you are doing all 

of this work. As a reminder, below are the 

many short- and long-term results of going 

through this process. 

A reminder about why you’re doing this…

LONG-TERM BENEFITS

In addition to the above, you will have a business that is more able to:

	 Respond quickly and nimbly to 

new opportunities

	 Have the ability to withstand, 

navigate, and recover from 

threats and disasters

	 Take advantage of pivoting from 

unforeseen circumstances to be 

able to thrive

SHORT-TERM BENEFITS

Your business will run better if you do this. You’ll increase your skill sets, 

and filling in your blanks as an owner will 100% make your business run 

more smoothly and effectively. You will also have:

	 Happier employees, or a better 

chance at hiring your first one if 

that is what you want

	 More satisfied customers

	 A heathier bottom line (profit)

	 Increased gratification and  

more sleep at night for you 
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Now it is time to start acquiring the skills  
you’re missing from your Action Plan:

Make sure you stay on 

track. If you find yourself 

procrastinating or your 

circumstances change, then 

reset the dates and start again. 

Pause from time to time and 

take a look at the positive 

effects this is having on your 

business…that will be the 

best reward of all.

Remember to check off 

when you have completed 

a skill set and acknowledge 

your achievement.  

Congratulations!

HERE’S HOW TO LEARN THE SKILLS YOU’RE MISSING  

AND BUILD THE SKILLS YOU NEED TO REINFORCE:

	 Connect with a VtSBDC Advisor. Click here if you’re not 

already working with one. 

	 Visit our website and look under resources for 

worksheets and webinars on many of the skills.

	 VtSBDC is a member of the national America’s SBDC 

organization where many resources are available.
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Now is Step 7, where you’ll take the Assessment 

again so you can celebrate your progress.

Alternately, for a DIY approach, there are these options:

VISITING IN-PERSON, LOCAL RESOURCES, INCLUDING LIBRARIES  

AND COLLEGES

EXPLORING ONLINE MATERIALS

	 Our partners at the Vermont Sustainable Jobs Fund have a helpful 

information sheet. 

	 SBDCNet is another national organization we are affiliated with, and they 

have many resources and information on marketing and trends.

	 The SBA is another great resource and has an entire learning center.

	 YouTube and Google are good sources, though we do prefer the vetted 

sources above. If you like YouTube and Google, be sure and make sure that 

the source is reliable and that you’re not wasting your valuable time.

MENTORS, COACHES AND TRAINING

	 SCORE is one of our partners and offers advising. Their website has many 

tutorials and worksheets.

	 The Center for Women & Enterprise is another partner in Vermont with 

advising and classes and resources.
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STEP 7
Business Skills 
Assessment #2
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Congratulations. You’ve created your Action 

Plan, learned the skills you didn’t have, and 

even improved “some” of the ones you had. 

So why are we suggesting you take the 

Business Skills Assessment AGAIN? Because 

a temperature read is always important 

in business. Your own and the business’s. 

Remember no one ever has the Competent 

column completely checked off so it’s good 

business to always know where you and your 

business are in relation to all the skills.

07
Business Skills Assessment #2

Plus, things change. For an example AI is 

changing rapidly, daily. How to use Social 

Media effectively feels like another daily 

change – remember the time when a post 

was just a photo with some text? You may 

have been in good shape with a skill before 

and realize that now you need a refresh. 

So take it again using the Business Skills 

Assessment #2 on page 41.

Remember, there are three levels of Practical 
Knowledge you can check for each skill:

You can do it, you like doing it, and you’re good at it.  

Note: one of our favorite adages is “just because you can, 

doesn’t mean you should.” Even skills you are competent in 

may require you to hire someone else to do it depending on 

the size of your business and what else is on your plate.

COMPETENT

NONE You have no knowledge of what this skill is.

SOME

You know something … enough to know you could do it. Or 

enough to know that you should hire and supervise someone 

else to do it. And you would feel comfortable that you had a 

handle on the process and the result.
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OPERATIONS KNOWLEDGE NONE SOME COMPETENT

Administration

Basic Legal Requirements for Business

Communications

Cyber Security Management

Decision Making

Disaster Management/Planning Pre and Post Disaster

Exit Planning 

Organizational Management

People Management

Personnel Policies

Planning and Strategy

Quality Control Management and Process

Risk Management

Time Management

There are three levels of Practical Knowledge for each skill:

NONE: You have no knowledge of this skill. 

SOME: You know something…enough to know 

you could do it. Or enough to know that you 

should have someone else do it and you have 

enough of an understanding that you could 

supervise them and feel comfortable that you 

had a handle on what was happening. 

COMPETENT: You can do it, like doing it and 

are good at it. Note: just because you can 

doesn’t mean you should — even skills you are 

competent in may require you 

to hire someone else to do it 

depending on the size of your 

business and your workload.

Business Skills Assessment Tool ASSESSMENT #2

Name_____________________________________________________________________________________________

Date Taken_ _______________________________________________________________________________________

CLICK TABLE  
TO ADD CHECK  

MARKS
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The next step is to look at your new tally.

OPERATIONS KNOWLEDGE (continued) NONE SOME COMPETENT

Understanding of AI Uses/Threats

Understanding Your Industry

Utilization of Technology

FINANCIAL KNOWLEDGE

Accounting

Bookkeeping

Cost Control

Financial Management

Financial Management of Disaster Preparedness/Response  

Pricing

State and Federal Taxes/Requirements

MARKETING KNOWLEDGE

Adapting Marketing and Communications for Disaster(s)

Advertising and Promotions

Customer Relationships and Service

Establishment and Management of Brand

Marketing Management

Personal Selling

Sales and Management of Sales

Social Media

Website
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Business Skills 

Assessment 
Tally #2

— 43 —



VtSBDC BUSINESS AGILITY GUIDE

08
Business Skills  
Assessment Tally #2

First do your new Tally, using the worksheet 

on page 45. And then with your new Tally 

Card in hand, we hope you take a victory lap. 

Great job!

What is really important, however, is your 

increased confidence that you have a better 

handle on your business and the tangible 

results from all the hard work you’ve done to 

get to this point.

We also suggest to truly note your progress 

that you line up the Tally Comparisons, 

as shown on page 46, since it’s always 

reassuring to see progress. 

This is very valuable if your employees have 

done both Assessments.  The comparison is a 

great way to acknowledge their progress and 

commitment.

Do it right here in the Guide or if you know 

you need to have access to the chart (to have 

staff use it or to do it again for yourself in the 

future) download and use the Assessment 

Comparison Worksheet.
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 Remember that there are multiple uses of this information. Don’t 

just use this to inform yourself —if you have a team, the big picture 

view is informative. And sometimes a more streamlined view of the 

information can be easier to use in the short-term.

Business Skills Assessment Tool ASSESSMENT TALLY  #2

LEVEL OF PRACTICAL KNOWLEDGE

TOTAL TALLY NONE SOME COMPETENT # OF SKILLS

OPERATIONS SKILLS TOTAL 17

FINANCIAL SKILLS TOTAL 7

MARKETING SKILLS TOTAL 9

ALL SKILL SETS TOTAL 33

Name_____________________________________________________________________________________________

Date Taken_ _______________________________________________________________________________________

CLICK TABLE  
TO ADD YOUR  

NUMBERS
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LEVEL OF PRACTICAL KNOWLEDGE

ASSESSMENT #1 ASSESSMENT #2

TOTAL TALLY # OF 
SKILLS NONE SOME COMPETENT NONE SOME COMPETENT

OPERATIONS 
SKILLS TOTAL 17

FINANCIAL 
SKILLS TOTAL 7

MARKETING 
SKILLS TOTAL 9

ALL SKILL SETS 
TOTAL 33

And there is still work to do! The next step is 

about Preparedness. It’s not an easy subject, but 

given the number of threats that are affecting 

small businesses, it’s the next step in being agile.

Business Skills Assessment Tool TALLY  COMPARISON

Name_____________________________________________________________________________________________

Date Taken_ _______________________________________________________________________________________

CLICK TABLE  
TO ADD YOUR  

NUMBERS
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Prepare
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09
Prepare

Business has changed dramatically over 

the past few years. No one doubts that. The 

effects of the pandemic coupled with a  

myriad of other external threats and disasters 

has made running a small business more 

challenging.

This entire Guide has been built to give you 

the skills to be able to meet this new business 

environment from the strongest, most 

resilient position you can be in.

Preparedness is one of the things on a 

business owners list that typically goes to 

the bottom because it feels like it can be 

“done later” especially when there are more 

pressing, immediate concerns. 

But the pandemic taught us a lot. And 

then the flooding of 2023 taught us more. 

And then the flooding of 2024 taught us 

even more. You can never be too prepared. 

And those businesses that were the most 

prepared by being well run were the ones 

who were able to withstand, pivot and survive 

(and some even thrived).
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Before we started this Guide, we asked our small business 
owners what threats and disasters they were concerned 
about. Here is the list…it is unfortunately long:

COVID, including what we term 

Long-term Business COVID: Ongoing 

disruption of supply chains; increased 

cost of supplies; changing employee 

expectations regarding compensation; 

owner exhaustion

New Pandemics

Natural Disasters

Climate Change

Employee Issues: Aging and declining 

population; Immigration and refugee 

issues; housing issues

Political Climate

Random Acts of Violence

Negative Impacts of AI

Social Media: negative impacts such as 

being hacked or targeted online

Cybersecurity

Fraud

“I don’t know what else is coming… 

but it feels like it will be something.”

Yes, it is a long list. But the fact is there are things that can be done, and if 

you’re on this page you’ve done 85% of them. You have identified the gaps 

in the skills needed to run a successful, satisfying, and sustainable business 

and filled them in, updated them, refreshed them, mastered them. And 

now that you’ve done all your skills work, you will see that you are much 

more poised to complete the items on the Disaster Preparedness Checklist.

The last 15%? Actually do a Master Disaster Preparedness Checklist. And 

then do Step 10.
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Worksheets to help you prepare for threats & disasters

MASTER DISASTER PREPAREDNESS 

CHECKLIST

We have provided a Master Disaster 

Preparedness Checklist on page 51. 

The checklist covers the basics 

you should have prepared for your 

business to be as ready as it can be 

for any disaster. A variety of specific 

disaster checklists (that are much more 

extensive) are available from various 

other sources. After you do your risk 

calculation worksheet you can review, 

with your VtSBDC advisor, which ones 

are appropriate to add to the Master 

Checklist we have provided. 

RISK RATING CALCULATION 

WORKSHEET 

To help you decide which risks rank 

highest for your business use the Risk 

Rating Calculation Worksheet. The 

disasters with the highest scores are 

the ones that have the most probability 

of affecting your business so the 

results of the worksheet will allow 

you to determine what more specific 

checklists you should complete.

RISK MITIGATION PLAN WORKSHEET

Once you complete the Risk Rating 

Calculation Worksheet, the next step is to 

transfer the top 5 identified risks to their 

own Risk Mitigation Plan worksheets. 

Later you can complete the process for 

other risks you feel will have any impact.

The worksheet allows you to look at each 

of the identified threats in relationship to 

what mitigation might be done and the 

actions needed to complete a mitigation, 

plus the projected cost and who is 

responsible for managing the task. This 

sheet is a big picture view and should be 

seen as an outline. Each mitigation under 

a threat will most likely require a more 

detailed plan, but the worksheet will give 

you a place to see all the actions you’ve 

determined should be taken for top risks.

Sometimes disaster preparedness takes 

both an investment of time and money. 

You will need to consider how much you 

need for mitigation and how to fund it as 

part of your Preparedness Plan combined 

with your overall growth and future plan 

for your business. An advisor at VtSBDC 

can be especially helpful in developing 

projections about future expenses and 

how to fund them.   

1

2

3
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Master Disaster Preparedness Checklist

DISASTER PREPARATIONS BY WHOM BY WHEN DONE

Emergency Action Plan – what are you going to do? Make an 

outline of first steps and actions…you will be grateful to have 

thought these first actions through. Especially important 

are the employee emergency action steps, including an 

evacuation plan if needed.

NOTE: This action plan is the immediate plan in the face of 

an emergency and what you should have prepared so that 

you can look at recovery. For what happens the day after the 

disaster see the Disaster Recovery Guide.

Established Chain of Command.

Emergency contact list of employees and key customers.

Established employee contact protocol. Account for possible 

phone and internet service interruptions.

Back up computer system and data files. If you automatically 

back up to the cloud, have your user name and password. 

If you use a hard drive back up, ensure it is in a different 

location than your main computer.

Any voicemail box numbers and remote passwords.

A list of all company cell phones distributed to employees 

with numbers and their access information (passcode).

Insurance policies and agent information.

List of suppliers and vendors. Include all utilities with  

account numbers, user names and passwords. If possible a 

list of current orders placed or in transit.

 continued

Name_______________________________________________________________________

Date Taken_ _________________________________________________________________

CLICK TABLE  
TO ADD INFO
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OPERATIONS KNOWLEDGE BY WHOM BY WHEN DONE

Inventory list (with $ value) and pictures and/or video.

List of all company assets (furniture and machinery – 

essentially anything non-inventory related that would have to 

be replaced) (with $ value) and pictures and/or video.

Pictures of interior and exterior of business. A building site 

map if available.

Camera/phone to document physical damage. Extra batteries 

and portable phone chargers.

Access to or copies of legal documents and the name, phone 

number and email of your lawyer.

Access to or copies of all current financial documents.

Access to or copies of the last 3 year’s tax returns and 

the name, phone number and email of your accountant/

bookkeeper.

Access to or copies of all banking records including info on 

(Checking; Savings; Debit card; Loans & Lines of Credit) and 

the name, phone number and email of your bank contact(s).

List of all electronic payments/automatic withdrawals with 

user name and passwords.

A list of company credit cards with user names and passwords 

and security codes. And the 800 #’s of the issuer.

A list of all other passwords. Including a list of which 

employees have access to what software/accounts with their 

user names and passwords if they differ.

If leasing the business location: a copy of the lease and the 

landlords name/phone number and email.

Access to all Intellectual Property/Trade Secrets. For example, 

recipes if you are a value-added food producer.

 continued
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OPERATIONS KNOWLEDGE BY WHOM BY WHEN DONE

Access to your website and web server with user name and 

passwords. Info on your web master/designer if they are not 

on staff.

List of all Social Media accounts with user name and 

passwords. List of all employees who have permission to 

access and their user names and passwords if they differ.

Copies of or access to employee files and the employee 

handbook.

Copies of or access to the customer data base (especially top 

tier customers or customers with outstanding orders due).

List of all relevant Local/State/Federal emergency services.

List of all relevant State and Local officials.

Decision on who will be the designated “face” and 

communicator for the business to customers/vendors/the 

public in case of any emergency.

Floor plan of space and exits.

Emergency staff and customer evacuation plan.

With notice (i.e. potential storm/flooding) plan to move 

inventory and computers, etc.

Set a schedule for reviewing the above checklist on at least 

an annual basis (especially AFTER an event to be able to add 

items you wished you had considered).
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Risk Rating Calculation

TYPE OF EMERGENCY PROBABILITY HUMAN 
IMPACT

PROPERTY 
IMPACT

BUSINESS 
IMPACT TOTAL

High to Low High to Low High to Low High to Low
5    to    1 5    to    1 5    to    1 5    to    1

COVID

Natural Disasters

Climate Change

Cyber Security

Social Media

Employee Issues

New Pandemics

AI

Random Acts of Violence

CLICK TABLE  
TO ADD INFOName_______________________________________________________________________

Date Taken_ _________________________________________________________________
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Risk Mitigation Plan Worksheet

POSSIBLE  
IMPACTS

MITIGATION 
RESPONSES ACTIONS NEEDED COST BY WHEN BY WHOM

Complete at least one worksheet for each of the top 5 Risks you identified.

When considering possible impacts, think: Human, Structures, Operations.

Once you’ve completed your Master Preparedness Checklist, Risk Rating Calculation  

and top 5 Risk Mitigation Plan worksheets, you’re ready to move on to Step 10.

Name_______________________________________________________________________

Date Taken_ _________________________________________________________________

CLICK TABLE  
TO ADD INFO
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Notes_ ____________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________ 	

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

_________________________________________________________________________________________________________________________

CLICK TO 
ADD NOTES

— 56 —



STEP 10
Stay Resilient
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10
Stay Resilient

Congratulations for getting to Step 10!

And now we are going to suggest that you 

continue to do it again each year. 

Why? Because the most resilient, satisfying 

business has to keep assessing and making 

changes to stay relevant, vibrant, and 

profitable. The environment around your 

business is changing daily and that means 

at least ONCE A YEAR you need to pause, 

review, reassess, refresh, and strategize for 

the future.

This whole GUIDE has been designed to help 

you future proof your business. So an annual 

check in is in order; think of it as a “pit stop” on 

the road to a stronger business. 

We suggest you do this check in with your 

VtSBDC Advisor. To be prepared for the 

appointment, complete the tasks shown in the 

box below and bring them with you.

What will you need for your annual check-in?

	 New Skill Set Assessments for you and your staff

	 Your current Disaster Preparedness Checklist with completed 

items noted

	 Your “top 5” threat list and your progress on mitigation plans

	 A profit & loss statement for the previous 12 months

	 A current balance sheet
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Can you do this “pit stop”/strategy session by yourself? You 

can. Or you can partner with us. Your VtSBDC advisor is always 

here to support you on your journey to resiliency and agility. 

Things you will consider in the appointment  
and then make a plan to complete:

New financial projections 

including any expenditures 

that need to be considered 

for mitigation or growth.

Any staffing changes 

and a staff professional 

development plan.

An updated marketing 

plan.

Decisions on any new 

opportunities.

A schedule to update your 

Disaster Preparedness Plan 

and re-distribute.

A schedule to communicate 

the new plan to your staff  

(if you have one).

CLICK TO REACH  
AN ADVISOR IN  
YOUR REGION
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