
Foundational Mastery Checklist
1. Mastery – the first stage of growing any business is about 

making sure you deliver profitably, productively and with 

enough information to make great decisions.

Yes if it is in place 100% of the time 

and No if it is not in place 100% of the time

YES or NO Items I will work on 

in next 90 days

DESTINATION MASTERY
GOALS + PLAN ✔       ✘ ✔

1. I have a life plan that I refer to regularly

2. My life plan has milestones that I plan to achieve

3. I have full clarity of where I am going and where I 

am driving my business for the next 5 years

4. I have a business plan that I refer to regularly 

5. The business plan has been broken down into 

90-day milestones that I plan to achieve

LEADERSHIP AND TEAM ✔       ✘ ✔

1. I have a documented Vision for the business that is 

known by all team 

2. I have a documented Mission statement 

3. I have a documented Culture statement

4. I have an organizational chart for where my 

business is now

5. I have an organizational chart for where I want my 

business to be

6. I run weekly team meetings 

7. Communication in my team is open and honest

8. There are written job descriptions for everyone on 

my team and they know what they are 
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MONEY MASTERY
REPORTING ✔       ✘ ✔

1. I test and measure my number of leads, conversion 

rate and average $ sale on a weekly basis

2. I review these figures weekly

3. I know my margins on every product/service

4. I review my margins weekly

5. I have a profit and loss budget for my business

6. I update my profit and loss budget every quarter

7. I review my profit and loss position weekly

8. I have a cashflow forecast for my business

9. I update my cashflow forecast every quarter

10. I review my cashflow forecast weekly

11. I reconcile my bank statement weekly

12. I review by creditors/payables list weekly and pay 

all my bills on time

13. I review my debtors/receivables list weekly and 

ensure all my customers are up to date at all times

BREAK EVEN ✔       ✘ ✔

1. I know my daily/weekly/monthly overhead costs

2. I know the average gross margin for my business

3. I know how many sales, customers, or dollars I 

need to make per day/week/month to Break Even

PROFIT MARGIN ✔       ✘ ✔

1. I know the difference between mark-up and 

margin

2. I set my prices based on my target margin

3. I ensure that all products/services I sell make a 

profit

4. I can accurately predict how my current/future 

margins will look

5. I focus more of my time/energy/team on my high 

margin items
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SELF MASTERY
SELF CONTROL ✔       ✘ ✔

1. I have a list of my top 10 – time consuming tasks 

2. I have a list of my top 10 – stressful tasks 

3. I have a list of my top 10 – productivity related 

tasks 

4. I have a list of my top 10 – most enjoyable tasks 

5. I delegate or outsource most/all of the Admin and 

Low Value/Low Enjoyment work 

6. I write a “To Achieve” list each evening for the 

next day 

7. I have a Default Diary that delivers maximum 

productivity 

8. I have time slots in my diary for my own health & 

enjoyment

9. I keep to my Default Diary

10. I plan my week ahead that is congruent with my 

90-day plan and default diary

11. I work ON my business for at least 5 hours each 

week

12. I do not operate in crisis mode and have good 

work balance

13. I prioritize well and understand Urgency & 

Importance with all my decisions

14. I have good self-discipline and manage myself 

well

15. I respect myself and my time above all else

DELIVERY MASTERY
SERVICE ✔       ✘ ✔

1. I have basic systems in place to ensure we deliver 

a consistent product/service to our customers

2. I have defined our customer service standards
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3. We survey our customers every quarter to deter-

mine how we can better serve them

4. We consistently deliver in a way that exceeds our 

customers’ expectations

5. I have identified our top 5 customer complaints 

and have put systems in place to remedy them

6. I have identified our top 10 common mistakes/

errors and have put basic systems in place to 

remedy them

7. I have a standard for dress code including the use 

of name tags

8. We have a script/process in place for greeting 

customers

9. We have a script in place for answering the phone

10. We have flow charted our  customer experience 

from first contact to collection of payment

KNOWLEDGE
I HAVE READ & MADE NOTES ✔       ✘ ✔

1. The E Myth revisited by Michael E. Gerber

2. The Business Coach by Bradley J.  Sugars

3. First Things First by Stephen Covey

4. 7 Habits of Highly Effective People by Steven 

Covey

5. BE by AC Ping

6. Who Moved My Cheese by Ken Blanchard and 

Spencer Johnson

7. Think and Grow and Rich by Napolean Hill

8. One Minute Manager by Ken Blanchard and 

Spencer Johnson

250 Catalonia Avenue, Suite 807, Coral Gables, Florida 33134

Main: 305-285-9264 x302 | Fax: 305-285-9288 | www.actioncoachteamsage.com


