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LEADERSHIP 
 
LEADERSHIP ASSESSMENT 
 

The completion of the Leadership Assessment allows you to assess the leadership 
qualities that you currently possess and to identify areas that need improvement. This 
is essential in becoming a person who can lead people and build a successful 
business. 
 

Outcome of this training: Completion of the Leadership Assessment and identification 
of areas that require improvement 
 

Materials: Leadership Assessment template in the worksheet 
 
LEADERSHIP SKILLS ASSESSMENT   
 

It is important to complete your Leadership Skills Assessment as the leader of your 
business. This assessment highlights areas in which you excel and areas where you 
need training or upskilling. Growth and development are essential for both personal 
and business expansion. 
 

Outcome of this training: Completion of the Leadership Skills Assessment and 
identification of skills that require improvement 
 

Materials: Leadership Skills template in the worksheet 
 
PROFESSIONAL DEVELOPMENT  
 

Ongoing professional development is essential for all leaders. In my experience, a 
business can only grow at the same rate that the business owner. You will be provided 
with a list of recommended reading for professional development. I encourage you to 
read the list of books so that you can expand your own personal knowledge in critical 
areas. A growth mind-set is essential for any successful leader. A great leader gets 
excited by learning and gaining knowledge and as a result, they become a huge asset 
to the business and their customers, which ultimately reflects in the profits! Reading 
at least one book per month is recommended. 
 

Outcome of this training: The identification of proposed educational materials and 
first book selected 
 

Materials: Professional Development Reading List in the worksheet 
 
 



BUSINESS OWNER ACCOUNTABILITY  
 

The Business Owner Accountability sheet is a system to consistently rate your 
performance in each critical area of your business. This sheet highlights areas where 
your business is both strong and weak which may point to gaps in your skills and 
knowledge. The goal is to maintain the strong areas of your business and continue to 
improve the weaker areas, possible solutions could include appointing another 
person to take on that responsibility or acquire training to counter those weaknesses. 
 

Outcome of this training: Accountability sheet updated and first month’s ratings 
completed for ongoing use at each training session 
 

Materials: Business Owner Accountability template in the worksheet 
 
TASK LOG  
 

The task log keeps track of critical tasks that you have set for yourself to keep your 
business moving forward towards your goals. At the end of each training you will be 
required to go through the tasks that you set yourself from the last training and 
allocate three new tasks that you will complete before the next training session. 
 

Outcome of this training: First three tasks documented in preparation for ongoing use 
 

Materials: Task Log template in the worksheet 
 
TIME MANAGEMENT  
 

A time management structure is your schedule for the week where you have set days 
and times that are allocated to completing specific tasks.  
 

Outcome of this training: Completion of Time Management Schedule for ongoing use 
 

Materials: Time Management template in the worksheet 
 
PRIMARY AIM   
 

The primary aim is the highest ideal that you want your business to look, feel, act and 
embody in every way and the biggest driver in you starting your business in the first 
place. 
 

Outcome of this training: Completion and documentation of the Primary Aim 
 

Materials: Primary Aim template in the worksheet 
 



VISION – MISSION - VALUES 
 

The vision statement is an important piece of the jigsaw puzzle when starting a new 
business and this is also the legacy that you leave to the world. 
 

A mission statement is a short statement of the business’ purpose. 
 

Your core values should represent your own values that you revere, that you live by 
and they should also align with what you are putting into the world through your 
business and what your customers and future staff members will connect with.  
 

Outcome of this training: Creation of the Vision, Mission and Values 
 

Materials: Vision – Mission - Values template in the worksheet 
 
BUSINESS STORY 
 

A great business story allows the customer to connect to the person and energy of 
the business. In this training you will create and write your business story. 
 

Outcome of this training: Creation and documentation of your business story. 
 

Materials: Business Story template in the worksheet 
 

BUSINESS GOALS 
 

As a business owner, it’s important that you take the time to set goals. Why is it 
important to set goals? How do you know where you are going if you don’t know what 
the destination is? It really is that simple. Business goals need to include turnover, 
profit, how many staff are required to achieve the goals, as well as investments that 
your profits will go towards for years one to five. 
 

Outcome of this training: Identifying and documentation of Business Goals for years 
one through five 
 

Materials: Business Goals template in the worksheet 
 

PROGRESSIVE GOALS 
 

The progressive goals sheet has one main purpose, it’s a tool to view a roadmap of 
your goals on a time-line, so you can easily see when each goal post is set and by 
when. 
 



Outcome of this training: Identifying and documentation of Business Goals for years 
one through to year five in the visual format of the progressive goals sheet. This sheet 
will also include when new hires need to take place, any capital investments that are 
required and on what timeline, as well as revenue and profit goals 
 

Materials: Progressive Goals template in the worksheet 
 

HEALTH GOALS  
 

Health goals are equally as important as you will need to be on top form physically, 
mentally and emotionally in order to achieve maximum output. If you have little 
energy, find it hard to sleep and feel like every day is a struggle then how can you 
invest energy in your business and make a difference in the world? 
 

Outcome of this training: Identification and documentation of Health Goals for years 
one through five 
 

Materials: Health Goals template in the worksheet 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



FINANCIAL 
 
BUSINESS HEALTH KPI’S  
 

In this section we will look at your Business Health KPI’s. A KPI, also known as a key 
performance indicator, is a type of performance measurement which evaluates the 
progress and success of an activity in any area of business. In this training you will be 
setting appropriate KPI’s to monitor the health of your business. 
 

Outcome of this training: You will have updated your Business Health KPI sheet for 
immediate use 
 

Materials: Business Health KPI Template in the worksheet 
 

PROFIT AND LOSS  
 

A profit and loss statement is a document that shows how the revenue of a business 
is turned into the net income of a business. In the simplest terms this is accomplished 
by subtracting all of the expenses from the income. 
 

Outcome of this training: You will have an up to date Profit and Loss sheet for 
immediate use 
 

Materials: Profit and Loss Template in the worksheet 
 

BUDGET VERSUS ACTUAL 
 

The budget is a plan of what you want the business to achieve over a period of time – 
usually, a year. The budget outlines the business’s financial position in detail, including 
future revenues, cash flows, and business operations expenses. Budgeting is the 
process of creating a plan to spend your money. This spending plan is called a budget. 
Creating this spending plan allows you to determine in advance whether you will have 
enough money to do the things you need to do or would like to do. 
 

Outcome of this training: You will have an up to date Budget Versus Actual sheet for 
immediate use 
 

Materials: Budget Versus Actual Template in the worksheet 
 
BUSINESS CASHFLOW 
 

Cash flow is the amount of money coming into a business and the amount of money 
going out. Think of it like a water tank: water comes into the top and drains out of the 



bottom. To keep your tank nice and full, you want more money coming in than going 
out.  
 

Outcome of this training: You will have an up to date Business Cashflow sheet for 
immediate use 
 

Materials: Business Cashflow Template in the worksheet 
 

PERSONAL CASHFLOW 
 

Your personal cash flow is the amount of money coming into your personal account. 
Most people fritter away their cash and have no plan in place in order to reach their 
personal financial goals and therefore are always worried about money. This training 
will solve all of those issues with the personal cashflow sheet, so you can look at your 
personal cashflow over a 12-month period. 
 

Outcome of this training: You will have an up to date Personal Cashflow sheet for 
immediate use 
 

Materials: Personal Cashflow Template in the worksheet 
 

PERSONAL MONEY MANAGEMENT SYSTEM  
 

A personal money management system is absolutely essential for success. Most 
people haven’t got a clue what comes in and what goes out in their personal finances. 
If you want to be one of the few people who creates success and wealth, being in 
control of your own money is an absolute necessity. This training will show you how. 
 

Outcome of this training: You will have an up to date Personal Money Management 
System for immediate use 
 

Materials: Personal Money Management System Template in the worksheet 
 
 
 
 
 
 
 
 
 
 



MARKETING 
 
STRATEGY  
 

A strategy is a clear process that can be understood by yourself and communicated 
to the team, if applicable. You need to identify your ideal customer, know where and 
how to reach them, solve their biggest problem, fulfil their greatest desire, give them 
an amazing experience in their interactions with you and ensure they become a raving 
fan. 
 

Outcome of this Training: You will have a good understanding of what a marketing 
strategy and Primary and Secondary markets are in preparation to create your ideal 
customer. 
 

Materials: None 
 

IDEAL CUSTOMER  
 

By identifying your ideal customer, you can direct your educational and marketing 
material to appeal to their wants and needs. You can then provide them with the extra 
value they desire and turn them into raving fans. 
 

Outcome of this training: Identification and documentation of your ideal customer  
 

Materials: Ideal Customer template in the worksheet 
 
IDEAL CUSTOMER BUYING JOURNEY 
 

The ideal customer buying journey is the customer’s journey through the buying 
process in order to become a customer at the end. In the worksheet we will be creating 
a visual representation of their buying journey and your corresponding marketing and 
sales strategies that will bring them in as customers. 
 

Outcome of this training: Identification and documentation of your ideal customer’s 
Buying Journey 
 

Materials: Ideal Customer Buying Journey template in the worksheet 
 
UNIQUE SELLING PROPOSITION (USP) 
 

The definition of a unique selling proposition is a real or perceived benefit of goods 
or services that differentiate it from competing brands. Typically, the uniqueness is 
delivered by a unique process, ingredient, or system that produces the benefit 



described. By having a unique selling proposition, it gives the buyer a reason to prefer 
it over other brands. It is the big promise you must fulfil, and your marketing must 
prove that you can deliver on this.  
 

Outcome of this training: Creation and documentation of your unique selling 
proposition. 
 

Materials: Unique Selling Proposition template in the worksheet 
 

PACKAGES  
 

By combining a number of your down sells and up sells with your primary product or 
service, you can start to offer packages. It’s always better to put together a package 
rather than selling a single one-off service because one of the fastest ways to increase 
profit is to increase the dollar value per sale. 
 

Outcome of this training: Documentation of the packages that you will use in your 
business 
 

Materials: Packages template in worksheet 
 

FRONT END BACK END (FEBE) SYSTEM  
 

There is a saying that says that the headaches are in the front end and the money is in 
the back end. Most people spend most of their time and money in the front end trying 
to attract new customers, but the reality is it’s easier and much less expensive to sell 
to your back end – the people who have already bought from you - because they 
already trust you and already know how your company works. This section will explain 
how to boost your returns by creating your own FEBE System. 
 

Outcome of this training: Understanding and importance of the FEBE system 
 

Materials: FEBE System template in worksheet 
 

UPSELLING / DOWN-SELLING / ADD-ONS 
 

An upsell or add-on is an offer for another product or service at the time or close to 
the time of the first purchase. Having this option enables you to increase the average 
dollar value for the service. 
 

Outcome of this training: Documentation of the upsells and down sells that you will 
use in your business 
 

Materials: FEBE System template in worksheet 



COPYWRITING 
 

Becoming effective at writing your own copy is priceless. Building your skills in writing 
copy means that you can create your own promotional adverts and content to adjust 
to changing market conditions. 
 

Outcome of this training: You will be well versed in the criteria and format necessary 
to create great copy, whether that be in writing adverts, designing flyers, writing 
content for your website or anything else where you need to appeal to your ideal 
customer 
 

Materials: Copywriting template in the worksheet 
 

COMPELLING FRONT END OFFER 
 

One way to achieve large numbers of sales with new customers is to make your front-
end offer irresistible; an offer that your ideal customer sees as a no-brainer in order to 
try out your service. 
 

Outcome of this training: Documentation of the compelling offer that you will 
promote to new potential ideal customers 
 

Materials: Copywriting template in the worksheet 
 

MARKETING BUDGET  
 

Your marketing budget is the amount of money you are setting aside to put towards 
implementing your marketing strategies. 
 

Outcome of this training: Identification of your ideal customer’s lifetime value 
 

Materials: None 
 
LEAD GENERATION CHANNELS 
 

The lead generation channel is the medium through which you reach your ideal 
customer. 
 

Outcome of this training: Identification of top lead generation channels that will be 
most effective to reach your ideal customer 
 

Materials: Lead Generation Channel template in the worksheet 
 
 



LEAD GENERATION BUDGET PLANNER 
 

The lead generation channels budget planning goes hand in hand with a cost and 
coverage worksheet. This sheet’s main purpose is to identify each of the lead 
generation channels that you will be utilising. You will be researching costs involved 
for each channel, how much it costs for the placement and the number of placements 
required over a certain period of time. This sheet will also be used to track the financial 
investment of each lead generation channel. 
 

Outcome of this training: Completion of the lead generation channels template, 
including listing the costs involved with each placement and number of placements 
required over 12 months 
 

Materials: Lead Generation Budget Planner template in the worksheet 
 

LEAD GENERATION COST & COVERAGE 
 

A lead generation cost and coverage worksheet are essential in tracking and 
measuring the cost of each generation channel and what the coverage is (how many 
people it reached) for your financial investment. It’s also important to measure the 
cost per person reached, the number of leads generated and how many new 
customers were acquired. From this analysis you can identify the anticipated return on 
investment. 
 

Outcome of this training: Completion of the lead generation cost and coverage 
template which when used on an ongoing basis with provide accurate data of the 
return on your marketing channel investments 
 

Materials: Lead Generation Cost & Coverage template in the worksheet 
 

CUSTOMER REFERRAL PROGRAMME  
 

Customer referrals, also known as word of mouth advertising has been proven to be 
the most effective means of acquiring new customers and keeping them. Word of 
mouth is not only the most trusted form of advertising, but also the most valuable and 
cost-effective strategy for building your brand and driving sales. 
 

Outcome of this training: Creation and documentation of the name of your 
programme, the rewards you will offer, the promotion / education you will provide, 
the tracking and training tools 
 

Materials: Customer Referral Programme template in the worksheet 
 



JOINT VENTURES 
 

A joint venture is where you create a form of correspondence, usually in the form of a 
letter or email where you are being endorsed by the joint venture partner to their 
customer database. The joint venture system can only be successful if it’s a win for you 
and a win for the endorser. 
 

Outcome of this training: Creation of list of potential joint ventures that you will 
contact, document what you want them to do on your behalf as well as identify the 
benefits they will receive 
 

Materials: Joint Ventures template in the worksheet 
 

BUSINESS CARD CREATOR  
 
Most people don’t realise the marketing opportunity that’s sitting literally in their 
pocket. This section looks at how you can utilise the humble business card as the 
incredible marketing opportunity that it truly is. There are several great ways to spice 
up your business card to promote your brand and create a memorable impression on 
the potential customer you are handing it to. 
 

Outcome of this training: Documentation of the content and design of your business 
card 
 

Materials: Business Card Creator template in the worksheet 
 

EBOOK CREATOR 
 

An eBook is a vehicle to establish your expertise and credibility as the go-to expert in 
your field. This is not an advertisement for your business or your services. This 
educational content is the centrepiece of your campaign to attract your ideal customer 
during their buying journey, creating a connection with them through understanding 
their problems and challenges, inspires hope by demonstrating the perfect solution 
and most importantly prove that you are the only viable option to help them. 
 

Outcome of this training: Creation of the content that you will use in your eBook 
 

Materials: eBook Creator template in the worksheet 
 

WEBSITE BUILD   
 

Building your website doesn’t need to be a huge, arduous task. Nowadays it doesn’t 
need to be expensive either with companies such as WIX and other companies that 
allow you to create the website yourself. In order to get the outcome of a great looking 



website, there are questions that you need to ask in order to draw out the information 
which will form the content and pages of your website. This training presents those 
questions. 
 

Outcome of this training: Documentation of the design and functionality of your 
website 
 

Materials: Website Build template in the worksheet 
 

CONTINUITY PROGRAMME  
 

A continuity programme is selling something once and delivering it weekly or monthly, 
in exchange for receiving revenue. The beauty of this strategy is that you are receiving 
payments that are coming into your bank account automatically on a consistent basis.  
 

Outcome of this training: Creation of the Continuity Programme that you will use in 
your business 
 

Materials: Continuity Programme template in worksheet 
 

FREQUENT BUYER PROGRAMME 
 

A Frequent buyer programme is widely used now with airlines, retail stores, coffee 
shops, massage spas and petrol stations. The frequent buyer programme needs to be 
a system that is followed religiously and when someone buys a certain number of 
products or services, they get something for free; usually they receive a free product 
or service that they already buy from you. 
 

Outcome of this training: Creation of the Frequent Buyer Programme that you will use 
in your business 
 

Materials: Frequent Buyer Programme template in worksheet 
 

BACK END DIRECT OFFERS  
 

One way to achieve large numbers of sales with existing customers is to make your 
back-end offer irresistible and often. Once your customers have bought from you 
once, you want to keep them engaged and continuing to buy from you. One excellent 
way to do this is to create a twelve month back end campaign. This campaign can be 
by sending customers the offers in physical form – for example with flyers, or an email 
campaign, which is what we will be working on. 
 

Outcome of this training: Identification and documentation of the back-end offers that 
you will send to your existing database over a 12-month period 



 

Materials: Back End Direct Offers template in worksheet 
 

CUSTOMER SERVICE  
 

Good customer service is paramount to any successful business and customers expect 
to have an exceptional experience. It might sound strange, but customer service is an 
integral part of an outstanding marketing strategy and all the strategies that follow 
are a result of the customer having an exceptional experience with your business. If 
your customers are not raving about your business, all of the other strategies will be 
futile. Your customers are the life blood of your business. Without customers, you have 
no business. If you don’t manage and treat your customers well, you will lose them 
and spend a lot of time and resources trying to acquire new ones at your front end.  
 

Outcome of this training: You will gain the understanding of the importance of 
customer service and how it’s an integral part of your marketing strategy and customer 
retention strategy. You will also identify 3 ways to upgrade your customer service that 
you can implement immediately into your business immediately 
 

Materials: Customer Service Template in the worksheet 
 

TESTIMONIALS & REVIEWS  
 

The best testimonials are specific and are benefit orientated. Testimonials build 
credibility and trust. People want to know from people who have nothing to gain from 
their purchase and find comfort in the fact that the person writing the testimonial is 
not affiliated with you in any way. This section explains how to ask for and receive 
excellent testimonials from your customers. 
 

Outcome of this training: Identification of potential customers who you will ask to 
provide a testimonial or online review. You will have documented the bonus you will 
provide to those generous customers and will have written the copy in order to make 
contact with them after the training session 
 

Materials: Testimonial Template in the worksheet 
 

CUSTOMER SATISFACTION KPI’S  
 
The way to retain and attract new customers is to make sure they are having a fantastic 
experience with your business. How to ensure this is to measure their level of 
satisfaction with your service. You can achieve this by having a customer satisfaction 
KPI sheet. 
 



Outcome of this training: You will have an up to date Customer Satisfaction KPI sheet 
ready to use in your own business 
 

Materials: Customer Satisfaction KPI’s Template in the worksheet 
 

ANNUAL MARKETING CALENDAR  
 

An annual marketing calendar is a great tool to have in place so that you can view your 
marketing activities at a glance on a yearly, monthly and weekly basis. It also gives you 
time frames in which you need to create content or to get ready for the next 
promotion, so you can schedule additional time into your days, weeks or months 
ahead. A well thought out marketing strategy and annual marketing calendar will 
ensure a steady stream of contacts with your existing customer base, keeping them 
updated on your business activities and any new promotions you are offering.  
 

Outcome of this training: You will have updated your annual marketing calendar with 
all of your marketing activities mapped out over 12 months 
 

Materials: Annual Marketing Calendar Template in the worksheet 
 

MARKETING KPI’S 
 

Quantify everything you can! How many leads do you need to generate? What 
percentage of those leads do you need to convert to sales? How many referral leads 
can you expect from current customers? Looking at these and other measures and 
setting specific dollar or percentage goals are critical so you can know where you 
stand with respect to your target. The best way to make sure your goals are 
measurable is to set Key Performance Indicators – or, as they say, “KPIs.”  
 

Outcome of this training: You will have an up to date marketing KPI sheet for 
immediate and ongoing use 
 

Materials: Marketing KPI Template in the worksheet 
 
 
 
 
 
 
 
 
 
 



OPERATIONS 
 
SYSTEMS 
 

A system is a set of procedures, which is broken down into steps or a methodical way 
that you provide services to a customer. When followed it should achieve the same 
output every time. A system is the ‘what’ that you provide to your customers.  
 

Outcome of this training: You will have identified all of the systems that you need to 
create in each area of your business and will be equipped to create and document 
your own business systems 
 

Materials: Systems Template in the worksheet 
 

WORKFLOWS 
 

A workflow is a series of systemised actions that when repeated get the same 
outcome. To ensure consistent results it’s important to identify the exact jobs that 
need to be completed, allocating a person who is responsible for that job, and having 
a timeline for how long it takes to complete that job. 
 

Outcome of this training: You will be equipped to create and document your own 
business workflows 
 

Materials: Business Workflow Template in the worksheet 
 

KEY PROCESS MAP 
 

A key process map is a visual representation of all of the processes, inputs, outputs, 
steps and times that shows the flow of work across every department of your 
organisation in one diagram. This enables you to view a complete picture of how your 
entire business works. 
 

Outcome of this training: You will be equipped to create and document your own Key 
Process Maps 
 

Materials: Key Process Map Template in the worksheet 
 

BUSINESS PLAN 
 

A traditional business plan usually focuses on the plan, but a smart business plan also 
looks at future opportunities and strategy. A smart business plan should include a list 



of projects and actions that have scheduled dates and have been allocated to specific 
people for implementation. 
 

Outcome of this training: During the entire training you will have created and 
documented each section in your smart business plan. In this session we will complete 
any final sections 
 

Materials: Business Plan Template in the worksheet 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



INVESTMENT 
 

I normally charge $3800 per month for two sessions of three hours per month for my 
one on one clients who are being trained in the same content and being helped to 
implement in their business just as you will be.  
 

This course has taken me over 2 years to create into a format that's useable in a group 
and you'll also be getting over 16 years of my expertise as a successful business owner 
of several businesses. 
 

As you have read earlier in this document, this course is of expert quality and great 
value and my goal is to help as many small business owners as possible, which is why 
you’ll only be paying $300+gst per month. How good is that? 
 
 

MONEY BACK GUARANTEE  
 

I’m also so confident that you’ll love the course, love the support and love the value 
that you receive, that if, after you’ve experienced the first month (two sessions of three 
hours each) and you don’t wish to continue I’ll refund your $300+gst, no questions 
asked. The second reason I am offering this guarantee is because one of my personal 
values is to offer amazing value to my clients and if anyone is not happen or cannot 
continue for any reason, I want to them to know that they will get 100% of their money 
back with no hassle. 
 
NEXT STEPS  
 

If you are excited to get started, then the next step is to organise a 15-minute Zoom 
video chat so you can meet Kirsty and she can show you the worksheet you will be 
working with over the 18 months. This chat will also enable you to ask any questions 
that you may have about the course and also to see if it’s a good fit to work together. 
 

If you would like to schedule a Zoom Meeting with Kirsty, please email 
Kirsty@sunshineconsulting.com.au to organise a suitable day and time. 
 
 
 
 


