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Business Systems Checklist 

Your brand should not only look good. It should work. 

A strong business system helps your brand communicate clearly, operate 

consistently, and guide people toward the right next step. 

Use this checklist to identify what is working, what feels scattered, and what needs 

structure. 

 

1. Website System 

Your website should make your brand easy to understand. 

Check if your website has: 

☐ A clear homepage headline 

☐ A strong site description 

☐ Simple navigation 

☐ Clear calls to action 

☐ Service pages that explain your offers 

☐ An About page that explains your purpose 

☐ A contact or inquiry form 

☐ Mobile-friendly design 

☐ Updated SEO titles and descriptions 

☐ Consistent colors, fonts, and visuals 

Question 

Can someone understand what you do within 5 seconds? 
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2. Brand Message System 

Your message should be consistent everywhere. 

Check if you have: 

☐ A clear brand statement 

☐ Defined audience language 

☐ A consistent tone of voice 

☐ Repeated key phrases 

☐ Clear explanation of what you offer 

☐ Clear explanation of who you serve 

☐ A simple transformation statement 

Question 

Does your audience understand the value without needing extra explanation? 

 

3. Content System 

Your content should support your goals. 

Check if you have: 

☐ Content categories or pillars 

☐ A blog or insights page 

☐ Newsletter system 

☐ Social media content plan 

☐ Reusable templates 

☐ Clear posting rhythm 

☐ Content connected to your offers 

☐ A way to repurpose ideas 

Question 

Is your content helping people trust you and take the next step? 
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4. Client Journey System 

Your audience needs a clear path. 

Check if you have: 

☐ Clear first step 

☐ Strategy session or inquiry flow 

☐ Intake form 

☐ Follow-up process 

☐ Service recommendation process 

☐ Onboarding steps 

☐ Payment process 

☐ Project timeline 

☐ Communication expectations 

Question 

Does your process make people feel guided instead of confused? 

 

5. Operations System 

Your backend should support your growth. 

Check if you have: 

☐ Organized files and assets 

☐ Client folders 

☐ Proposal templates 

☐ Email templates 

☐ Project management tool 

☐ Automation opportunities identified 

☐ Calendar system 

☐ CRM or contact list 

☐ Follow-up reminders 

Question 

Are you operating from structure or memory? 
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6. Growth System 

Your business should have a rhythm. 

Check if you have: 

☐ Monthly goals 

☐ Weekly review process 

☐ Event or workshop schedule 

☐ Newsletter rhythm 

☐ Lead tracking 

☐ Referral process 

☐ Offer improvement process 

☐ Quarterly planning process 

Question 

Do you have a system that helps you grow consistently? 

 

Final Score 

Count how many boxes you checked. 

0–15 checked: Your system needs foundation. 

16–30 checked: You have pieces, but they need structure. 

31–45 checked: Your system is forming but needs consistency. 

46+ checked: You have a strong foundation. Now refine and optimize. 

 

Structure creates consistency. Consistency creates growth. 

 


