Managing your business

Planning
Write your business goal (where you want to be).
	
Write all the missions you need to do in order to get from where you are now to where you want to be.
	a.___________________________________________________
	b. ___________________________________________________
	c. ___________________________________________________

Write where you are now.


Record Keeping
· Permits
· Contracts
· Receipts
· Communication with customers
· Business finance documents

What to do with the records:
1. Put the records where you can find them easily.
2. Put the records in order and keep them organised.
3. Keep records from getting lost.
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