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Small Business Operational Plan

Organize your business goals, tasks, KPIs, budgets, and milestones with this editable Small
Business Operational Plan Template. Designed for small business owners and startup teams, it
provides a clean, practical layout to help plan responsibilities, track progress, and keep

operations aligned quarter after quarter.

Goal Setting

Define clear, measurable
objectives

KPI Tracking

Monitor metrics and
progress

Responsibility

Assign owners for each
task

Operations

Manage workflows in
one place

@ MarcusWells.info helps small business owners identify their highest-priority leaks, rank

what needs to be fixed first, and build a clear 30-day repair plan.

Next Step: ~ Schedule a Strategy Call at: www.MarcusWells.info



http://marcuswells.info/
http://www.marcuswells.info/

SECTION 1
Complete the fields below to establish the foundational context for this operational plan.

Field Value Field Value

Plan Title

Department / Team

Plan Duration Prepared By
Last Updated Plan Review
Schedule
Business Name Primary Goal
Key Focus Area Review Date

www.MarcusWells.info



SECTION 2

Objectives & Goals

Define key objectives for this planning period with measurable results, priority levels, and target
deadlines.

Example rows shown below.

Objective Key Result(s) Priori Success Metric Deadline
ty
Improve customer Increase average High Average Rating Q2 End
review ratings rating from 3.8 to
4.5 stars
Reduce order delays Decrease late High On-Time Rate Q1End

shipments from 15%
to 5%
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SECTION 3

Operational Activities & Action Steps

List all key operational activities, assign ownership, set frequency, and track status.

Example rows shown below.

Activity Description Assigned Frequen Deadlin Status
To cy e
Social media Plan and post 3x Marketing Weekly Fridays In
scheduling weekly Assistant Progre
SS
Product Restock top 10 Store Bi- Monday Not
restocking bestsellers Manager weekly S Started

www.MarcusWells.info



SECTION 4

Roles & Responsibilities

Define who is responsible for what, including key deliverables and review cadence.

Role / Team Responsibility Key Deliverables Review Notes
Member Frequenc
y

www.MarcusWells.info



SECTION 5
Operational Calendar / Timeline
Map out monthly and weekly milestones, launches, and major operational deadlines.

Month / Key Activity Owner Milestone Status Notes
Week

www.MarcusWells.info



SECTION 6

KPIls & Metrics

Track key performance indicators — set baselines, define targets, and establish review cadence.

KPI / Metric Current Target Tracking Review Notes
Result Result Method Date

Monthly Revenue

Customer
Retention Rate

Lead Conversion
Rate

Average Order
Value

On-Time Delivery
Rate

Customer
Satisfaction
Score
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SECTION 7

Communication & Reporting

Define the cadence and structure of team communications, reporting meetings, and review

sessions.

Report / Meeting

Weekly Team
Meeting

Monthly KPI
Review

Quarterly
Planning Meeting

Budget Review

Customer
Feedback Review

Purpose

Owner Frequen

cy

Weekly

Monthly

Quarterl
y

www.MarcusWells.info

Audience

Notes



SECTION 8

Resources & Budget

Document all resources and expenses — track budgeted vs. actual spend and calculate variance.

Resource / Category Budgeted Actual Owner Notes
Expense Amount Amount
Total Budget Total Actual Variance Notes
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SECTION 9

Review & Continuous Improvement

Use this section at the end of each review period to reflect on performance and plan
improvements.

Review Question Notes / Response
What worked well this

period?

What needs improvement?

What should be adjusted next
quarter?

What risks or obstacles need
attention?

What action items should be
carried forward?
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SECTION 10

Additional Notes

Capture open questions, follow-up items, and decisions pending — assign an owner and target
date.

Additional Notes / Open Questions / Follow-Up Assigned Owner Target
Items Completion
Date
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