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                       Intake Form Instructions: Use TAB to move from field to field, SHIFT-TAB to move backward.
                              Type as much as you want – the 
field will expand. “I DON’T KNOW” is better than leaving a blank. 
                             If’ you’d like to discuss this with a coach, email john@sbcoach for costs and scheduling.

Section 1 – General info

Your Name:      Phone:      email:      today’s date:      
Reason for your interest in this evaluation:

 FORMCHECKBOX 
 The company is in crisis (explain:     )

 FORMCHECKBOX 
 No crisis now but I see a problem on the horizon (explain:     ) 


 FORMCHECKBOX 
 I’m facing a chance to do something big/great/new/different (explain:     )


 FORMCHECKBOX 
 I want to make a change to my personal involvement in the company (explain:     )


 FORMCHECKBOX 
 I’m a junkie for learning how to improve (explain:     )


 FORMCHECKBOX 
 Something else (explain:     )

Company Name:      Type of Legal Entity:      How long in business?     
What do you sell?     
Who buys it?     
Why do they buy your product/service?     
Why do they buy from you?     
Your response to the last 2 questions is based on:   FORMCHECKBOX 
 Gut Feel  FORMCHECKBOX 
 Specific conversations  FORMCHECKBOX 
 Formal survey

	Financial Situation
	Company Sales
	Company Profit

	This year to date
	     
	     

	Last year
	     
	     

	Year before
	     
	     

	Total Company Debt
	     

	Total Personal Debt tied to company
	     

	Value of Company if sold today
	     


Exit strategy. Do you have a plan for leaving the company or getting your equity out.  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

If so give some details:      
	If you don’t have partners
	If you do have partners

	Would you want partners?     
Why or why not?      
Skip to Section 3


	Continue to section 2


Section 2 - Partners

	Partner’s name
	% owned
	
	Partner’s name
	% owned

	     
	     
	
	     
	     

	     
	     
	
	     
	     

	     
	     
	
	     
	     

	     
	     
	
	     
	     


Your reason for having partners      
Your biggest joy from having partners      
Your biggest frustration with partners      
If you could, what would you change about the partner relationships?      
Section 3 – Self

Is running your business what you expected it to be when you started?      
Why or why not?      
Biggest joy in running the business      
The thing you are proudest of      
Biggest frustration      
	Personal income from business (before taxes)
	Salary
	Your Share of Company Profits
	Total

	This year to date
	     
	     
	     

	Last year
	     
	     
	     

	Year before last
	     
	     
	     

	What do you wish it were?
	     
	     
	     

	How much $ do you need personally to maintain 
your current life style with no changes?
	      per year

	How much to maintain the lifestyle to which you 
hope to become accustomed?
	      per year


	Time at work


	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	Typical Hours at work
	     
	     
	     
	     
	     
	     
	     

	Vacations this year
	     

	Vacations last year
	     

	Vacations year before
	     

	How you would change your work time if you had a magic wand?
	     


	What you do at work:

	% of time you spend 
	Activity
	% of time you WISH you spent

	     
	Sales
	     

	     
	Production
	     

	     
	Strategic Planning (What do you plan?)

     
	     

	     
	Solving Problems (what problems?)

     
	     

	     
	Other #1

     
	     

	     
	Other #2

     
	     

	     
	Other #3

     
	     

	     
	Other #4

     
	     


Section 4 – Customers

Design / Production / Delivery of product or service

What your company does right      
What your company could do better      
Sales

What your company does right      
What your company could do better      
How many sales people?       How many sales managers?       

How many out-sourced sales people (reps or contractors)?      
What % of sales come from:

      Sales people taking orders from folks who are already interested in buying from you.

      Sales people starting relationships with people who may not know you and turning those into sales.

Section 5 – Internal workings

People

How many employees do you have?       How many have management roles exclusively?      
How many have management roles along with other duties?      
Your biggest frustration with managing employees is:      
The best thing about your people is:      
	
	How do you handle this?
	How often?

	Review employees performance
	     
	     

	Give rewards or raises
	     
	     

	Give training
	     
	     

	Discipline employees
	     
	     


Money

	Financial forms you review regularly:

	Form
	How Frequently
	How accurate is it?

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


	Gross margins:

	Product line
	Gross Margin
	Certainty

	     
	     
	 FORMCHECKBOX 
 I’m sure     FORMCHECKBOX 
 It’s a wild guess    FORMCHECKBOX 
 I have no idea

	     
	     
	 FORMCHECKBOX 
 I’m sure     FORMCHECKBOX 
 It’s a wild guess    FORMCHECKBOX 
 I have no idea

	     
	     
	 FORMCHECKBOX 
 I’m sure     FORMCHECKBOX 
 It’s a wild guess    FORMCHECKBOX 
 I have no idea

	     
	     
	 FORMCHECKBOX 
 I’m sure     FORMCHECKBOX 
 It’s a wild guess    FORMCHECKBOX 
 I have no idea


What other numbers do you measure?      How often?      
Information

	How well does the company perform in the following areas:

	The company’s ability to make and communicate good decisions.
	 FORMCHECKBOX 
 This is a crisis!   FORMCHECKBOX 
 OK but could be better.  FORMCHECKBOX 
 Perfect for now.

	You computer system serves people well - not the other way round
	 FORMCHECKBOX 
 This is a crisis!   FORMCHECKBOX 
 OK but could be better.  FORMCHECKBOX 
 Perfect for now.

	You are able to get feedback from customers spread through the firm
	 FORMCHECKBOX 
 This is a crisis!   FORMCHECKBOX 
 OK but could be better.  FORMCHECKBOX 
 Perfect for now.

	Your written policy & procedures are accurate to the real world
	 FORMCHECKBOX 
 This is a crisis!   FORMCHECKBOX 
 OK but could be better.  FORMCHECKBOX 
 Perfect for now.

	How jobs are really done is written down - not just in people’s heads
	 FORMCHECKBOX 
 This is a crisis!   FORMCHECKBOX 
 OK but could be better.  FORMCHECKBOX 
 Perfect for now.


Compliance

Are you out of compliance with any major regulation or legal situation? 

 FORMCHECKBOX 
 Yes, Seriously   FORMCHECKBOX 
 Probably – I’m not sure   FORMCHECKBOX 
 Don’t think so   FORMCHECKBOX 
 I know we’re not

Section 6 – Future Strategy

What are your company’s biggest strengths?      
What are its major weaknesses?      
What significant opportunities are presenting themselves?      
What’s keeping you from capitalizing on them?      
What is most threatening to the company’s future?      
What would it take to eliminate those threats?      
What would you most like to accomplish with this company?      
What is standing in your way?      
Note: if you answered MONEY to any of the above, please make sure your answer includes what you’d use the money for and estimate how much money it would take.

If I had a magic wand to use on your behalf, what would you have me do with it?     
What else would you like me to know?     
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