	Comment by Wendy at DSOURCE: Welcome to the Operations Plan Template!

If you have not done so already, download and review the One-Page Operations Plan Template in your DSRC account before getting started.

Once you have reviewed all the prompts in the one-page template, copy and paste all the wonderful and well-thought-out information about your business or business idea into this document.

Feel free to delete/remove any template contents that you do not need.


Once you are done, you should delete these comments to formalize your operations plan.





[PLACE YOUR COMPANY NAME OR LOGO]
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[bookmark: _Toc120010686][bookmark: _Hlk120011960]OPERATIONS SUMMARY
Mission Statement
[INSERT MISSION STATEMENT HERE]

Vision Statement
[INSERT VISION STATEMENT HERE]


S.M.A.R.T Goals and Objectives
[INSERT S.M.A.R.T GOALS AND OBJECTIVES HERE]

[bookmark: _Hlk120027949]Hours of Operation
[INSERT HOURS OF OPERATION HERE]

Location(s)
[INSERT “LOCATION” NARRATIVE FROM THE ONE-PAGE OPERATING PLAN HERE]

Summary of Duties
[INSERT “SUMMARY OF DUTIES” NARRATIVE FROM THE ONE-PAGE OPERATING PLAN HERE]

	Operations Category
	Personnel Responsible
	Hardware, Software, Inventory, and/or Merchandise Managed
	Hours/Week

	General Management
Oversees partnerships, procurement, contracts, and sales
	




	
	

	Administration and Accounting
Budgeting, financial tracking and monitoring; budget reconciliation; and loss prevention
	




	
	

	Human Resources
Personnel hiring, management, legal and professional requirements, and assessments 
	




	
	

	Product Development
Creation and preparation of products and services
	




	
	

	Marketing
Promotion of products and services
	




	
	

	Sales and Customer Service
General engagement and relationship building with clients and patrons
	




	
	

	
TOTALS

	


[bookmark: _Toc120010687]GENERAL MANAGEMENT

a. Leadership Assessments
[INSERT “LEADERSHIP ASSESSMENTS” NARRATIVE FROM THE ONE-PAGE OPERATING PLAN]

b. Procurement, Contracts, and Agreements
[bookmark: _Hlk121911631][INSERT “PROCUREMENT, CONTRACTS, AND AGREEMENTS” NARRATIVE FROM THE ONE-PAGE OPERATING PLAN]

c. Partnerships
[INSERT “PARTNERSHIPS” NARRATIVE FROM THE ONE-PAGE OPERATING PLAN]

d. Suppliers

	Major Equipment Suppliers

	Company Name
	Items Supplied
	Purpose 
	Quantity

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




	Hardware Suppliers

	Company Name
	Items Supplied
	Purpose 
	Quantity

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




	Software Suppliers

	Company Name
	Items Supplied
	Purpose 
	Quantity

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




	Merchandise Suppliers

	Company Name
	Items Supplied
	Purpose 
	Quantity

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




	Inventory Suppliers

	Company Name
	Items Supplied
	Purpose 
	Quantity

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




	Other Suppliers

	Company Name
	Items Supplied
	Purpose 
	Quantity

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



a. Retail Management and Sales
[bookmark: _Hlk119254714][INSERT “RETAIL MANAGEMENT AND SALES” NARRATIVE FROM THE ONE-PAGE OPERATING PLAN]
II. [bookmark: _Toc120010688]ADMINISTRATION AND ACCOUNTING
Administration and Accounting Employees and Personnel

	Type
	#
	Title
	Job Description
	Position Importance
	Hourly Rate
	Hours/Week

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[INSERT “ADMINISTRATION AND ACCOUNTING” NARRATIVE FROM THE ONE-PAGE OPERATING PLAN]
III. [bookmark: _Toc120010689]HUMAN RESOURCES
Human Resources Employees and Personnel

	Type
	#
	Title
	Job Description
	Position Importance
	Hourly Rate
	Hours/Week

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




a. Hiring
[INSERT “HIRING” NARRATIVE FROM THE ONE-PAGE OPERATING PLAN]

b. Onboarding and Training
[INSERT “ONBOARDING AND TRAINING” NARRATIVE FROM THE ONE-PAGE OPERATING PLAN]

c. General Personnel Requirements
[INSERT “GENERAL PERSONNEL REQUIREMENTS” NARRATIVE FROM THE ONE-PAGE OPERATING PLAN]

d. Recordkeeping, Reporting and Timekeeping
[INSERT “REPORTING AND TIMEKEEPING” NARRATIVE FROM THE ONE-PAGE OPERATING PLAN]

e. Personnel Assessments
[INSERT “PERSONNEL SSESSMENTS” NARRATIVE FROM THE ONE-PAGE OPERATING PLAN]
IV. [bookmark: _Toc120010690]PRODUCT DEVELOPMENT
Product Development Employees and Personnel

	Type
	#
	Title
	Job Description
	Position Importance
	Hourly Rate
	Hours/Week

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[INSERT “PRODUCT DEVELOPMENT” NARRATIVE FROM THE ONE-PAGE OPERATING PLAN]
V. [bookmark: _Toc120010691]MARKETING STRATEGY
Marketing Employees and Personnel

	Type
	#
	Title
	Job Description
	Position Importance
	Hourly Rate
	Hours/Week

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[INSERT “MARKETING STRATEGY” NARRATIVE FROM THE ONE-PAGE OPERATING PLAN]
VI. [bookmark: _Toc120010692]CUSTOMER SERVICE MODEL
Customer Service Employees and Personnel

	Type
	#
	Title
	Job Description
	Position Importance
	Hourly Rate
	Hours/Week

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



[INSERT “CUSTOMER SERVICE MODEL” NARRATIVE FROM THE ONE-PAGE OPERATING PLAN]
VII. [bookmark: _Toc120010693]THE APPENDIX
· THE COMPANY MARKETING PLAN
· JOB DESCRIPTIONS
· TRAINING MANUALS
· EMPLOYEE POLICIES
· EMPLOYEE ASSESSMENT SAMPLES
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