
 

 

 
 

Buy into the “Mother of All 
To Do Lists” 

This is the To Do List for business 
owners and entrepreneurs that never 
changes… never goes away! 
It specifies the ten responsibilities 
that you, as a business owner, must 
be constantly executing in order to 
ensure the viability and profitability 
of your enterprise.  Buy into them as 
your ten commandments.  
Sure, there are other 
important tasks or 
projects that should 
find their way onto 

  
 

  



your routine To Do list, but they will 
come and go as your needs, 
opportunities, and challenges change, 
and as you accomplish those current 
objectives. 
But the duties outlined on this “MOA 
TDL” are perpetual…they never get 
completed; never go away. 
Your responsibility as an owner is to 
“do” them today, tomorrow, and 
always. 
Here are your To Dos! Are you ready?  
 

****** 

1. Grab & hold the right customers 
The life-blood of my firm is the 
revenue stream created by my best 
customers.  I must establish effective 
customer relationship and retention 

    

 



programs that ensure that I am 
selling the right way, to my most 
profitable customers, at the proper 
price.     

2. Recruit & retain the best team 
Success in any business is produced 
by a team that is carefully selected, 
developed and motivated.  I must use 
the right evaluative tools to screen 
potential hires and to assign 
responsibilities to my team members. 
I have to know how to determine 
which folks are ready for more 
responsibility. I must be sure I am 
able to appropriately guide and 
reward them as they develop.   

3. Plan a profitable future 
“Any plan will get me there….. if I 
don’t care where I’m going.” To 



ensure that my firm achieves its 
maximum potential, I will formulate a 
long-term strategic plan and interim 
business plans that define my goals 
and the means to achieve them. I’ll 
involve my team members in the 
process of finding the best paths to 
profit for my venture.   

4. Keep the cash flowing   
“Cash is king.”  
It is the fuel that energizes my 
operation. Consequently, I must 
implement programs to conserve this 
precious commodity and make sure 
that I collect receivables quickly and 
in a manner that preserves customer 
good-will. I have to track my cash 
constantly and know where to get 
more when I need it.     



5. Track performance 
I can’t afford to wait for year-end 
statements to “see how everything 
comes out.” I will put in place a few 
easy-to-follow measures of daily 
performance. I’ll learn to quickly spot 
trends – and trouble – so that I can 
take the right action. I’m going to 
perform my own “mini audits” to 
guarantee that I am covering all the 
bases.      

6. Search for new opportunities 
I will methodically assess every 
chance to expand and develop my 
business. I’ll search for opportunity 
everywhere and perform the triage 
necessary to zero-in on the most 
practical, feasible and promising new 
avenues for growth and profitability.   



7. Get world class help 
If I can say “I did it myself,” I didn’t do 
my best.  I will organize a Board of 
Directors or Advisors whose 
members have my best interests at 
heart and are willing to share with 
me their insights and experience.        
I must recruit and motivate other 
experienced business owners who 
are willing to provide me with 
independent – maybe uncomfortable 
– advice that is in the best interest of 
my enterprise. Also, I must learn how 
to effectively and economically use 
the inputs of professionals and 
advisors when I really need special 
help. 

8. Prep for lenders and investors 
I must build the kinds of income 
statements and balance sheets that 



offer enticing opportunities to funds-
providers of all types.  I have to know 
the true worth of my enterprise and 
take specific, ongoing steps to 
enhance its ability to attract OPM —
other peoples’ money.   

9. Finesse family involvement 
Most small businesses are family 
businesses, but that doesn’t mean 
that every family member should be 
actively involved in a venture or have 
an equal voice in running it. I will 
establish a governance structure that 
respects my family members’ 
interests while protecting the 
viability of my venture.  I’ll design an 
operational protocol that allows my 
firm to appropriately involve, 
compensate and respond to my 
family members.   
 



10. Stay out of trouble  
I must make sure to protect the 
personal wealth my business 
represents. I have to minimize 
unnecessary risk and be prepared to 
proactively respond to “threats” 
before they diminish the value of my 
enterprise. I must know how to 
determine when I am in “real 
trouble” and I have to be ready to 
deal with “alligators” as soon as they 
arrive.        

**** 
Good luck!! 
PS  You might want to share this list 
with your followers.   

 

 

 



 

 

 

This publication is provided as a 
courtesy by your Patron, the 

Center for Business Ownership Inc.   
 

 
Learn more at: 

www.BrainFoodToGo.com 



NOTICE 
 

All materials offered through the auspices of 
BrainFoodToGo.com,™ including content submitted by third 
parties, are being provided with the understanding that its 
authors, contributors, sponsors or hosts are not rendering 
career, management, investment, legal, tax or other personal or 
professional advice, guidance or direction.  Nor are they 
offering counsel on specific facts or situations.  Therefore, they 
assume no liability in connection with the use of this content.  
BrainFoodToGo.com and Electromedia Technologies LLC do 
not attest or warrant, directly or by implication or inference, that 
the insights or opinions offered here will generate the results 
desired by content users. While this information has been 
obtained from sources believed to be reliable, the authors, 
editors, publishers, hosts or sponsors of this Content cannot 
guarantee its accuracy or completeness. 
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