6 SIMPLE STEPS FOR
GETTING THINGS DONE AT
YOUR SMALL BUSINESS

Whether you are running a for-profit or
nonprofit business, an ability to organize
efforts and initiatives is a necessary skill to
achieve success. Effectively executing
efforts and accomplishing goals requires
planning and coordination among team
members (which may be a combination of
employees, vendors, suppliers, contrac-
tors, etc.).

While some small business owners
seem to have a natural knack for project
management, it is not everyone’s strength.
Do not feel defeated if it is not yours and
you do not have the resources to hire a pro-
fessional project manager.

With a process in place to guide you,
you—or a designated person from your
team —will become more adept at moving
projects from start to finish.

The following tips will help you create
a roadmap that you can follow whenever
embarking on any new project.

YOUR 6-STEP GUIDE
TO SUCCESSFUL
PROJECT MANAGEMENT

1. Define your goal and get buy-in from all
project team members.

As you do this, you will want to determine
each team member’s role and responsibilities. In
this step, also consider how the project will affect
your company and how you will measure the
project’s impact.

2. Determine the project deliverables.

What key tasks do team members need to
accomplish to move the project along the path to
completion? You will also need to identify which
deliverables depend on other deliverables, so you
can establish a timeline that puts tasks in a logical
order.

3. List the resources you will need.
Assess what you will need regarding budget,
person-hours and tools to complete the project.
4. Set a timeline and identify milestones to
mark your progress.

After knowing what needs to be done and by
whom, create target completion dates for your
project deliverables. In your timeline, identify
interim goals (“milestones”) that can serve as
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For Free, Confidential Assistance from
Experienced Business Owners and
Executives ...

Call on SCORE TriCounty

SCORE TriCounty, serving Western Montgomery,
Northern Chester and Eastern Berks counties.

major landmarks along the way. As the project
progresses, your ability to reach milestones will
help you know if you'll need to adjust your scope,
budget or expectations. Milestones also help
boost morale as they help project team members
see the progress they have made.

5. Define the collaborative process.

Determine how often your team members will
meet as a group to report their progress and
share any challenges that might prevent them
from fulfiling their deadlines. Schedule your
meetings well in advance, so everyone on your
team can reserve the dates and times on their
calendars.

6. Select a tool to help you stay organized
and keep all project documentation in a sin-
gle place accessible to all team members.

A variety of online tools exist that can help you
manage projects. Some are more intuitive than
others, so assess your team members’ comfort
level with the technology involved before
choosing what you will use. A few examples that
might be a good fit for your business include
Trello, Evernote, Asana, Dropbox and Google
Drive.

Although you might try to save time by
skipping some of the initial steps in the
process, you should resist that temptation.
Successful project management begins
with thorough planning. Shortcuts in the
beginning could lead to misunderstand-
ings among team members—and missed
deadlines.

If you need suggestions on how to man-
age your projects more efficiently, consider
reaching out to SCORE. SCORE mentors
have expertise in all aspects of starting and
growing a small business, and they can
provide you with free guidance as you
hone your project management skills.

Since 1964, SCORE “Mentors to America’s Small
Business” has helped more than 10 million aspiring
entrepreneurs and small business owners through
mentoring and business workshops. More than
11,000 wvolunteer business mentors in over 320
chapters serve their communities through entrepre-
neur education dedicated to the formation, growth
and success of small businesses. For more informa-
tion about starting or operating a small business,
contact  SCORE  TriCounty. You can call
610.327.2673, email tricounty@scorevolunteer.org
or visit the website at wuww.tricounty.score.org.
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Call 610-237-2673 or visit tricounty.score.org

We are there for you and your business
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MARKETPLACE

GARDEN CENTER/NURSERY

PUGHTOWN AGWAY
819 Pughtown Road & Rt. 100, Spring City, PA 19475
Located 1/4 mile south of Routes 23 & 100

610-469-9238 Open 8to 6 M-F, Sat. 8to 4, Sun. 10t0 3
Garden Center (610-469-6688) open every day including Sunday

* Legends, Triple Crown and Buckeye feed lines.
+ Baled Shavings and Bedding Pellets.

+ Hay, Straw & Premium Wood Fuel Pellets.

« Organic Chicken Feeds & all kinds of Bird Seed!
+ Bulk & Bagged Compost, Soils & Mulches.

* Grass & Pasture Seeds.

* Lime & Organic & Commercial Fertilizers.
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DOWNTOWN
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advertising & graphic design with a .

228 E. High Street, Pottstown
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1 oo =

EXHIBTS

Bz =t om
i

SURVEYING & =
ENTITY. BRAND PERMITTING PROJECT sDispLaYs | €O PROJECT
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180 Shoemaker Rd., Pottstown, PA 19464
0: 484-624-4874 | e: S66@fastsigns.com | w: fastsigns.com/566
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BUSINESS MARKETPLACE

GRAPHIC DESIGN, SIGNS & PRINTING SERVICES

SIGNS & BANNERS
TRUCK & VEHICLE
LETTERING & WRAPS
DIGITAL PRINTED DECALS
LOGO DESIGN

SCREEN PRINTED TEES
EMBROIDERED APPAREL

%q/ﬁ,/:« henicem! 58 Schoolhouse Rd. Boyertown, Pa
www.graberletterin.com [E] 610-369-1112

Douglassville PA. 19518

610.385.7053

www.luckypw.com

PRINTWORKS kicL

SCREEN PRINTING « EMBROIDERY « SIGNAGE
BANNERS « VEHICLE GRAPHICS » LOGO DESIGN
PROMOTIONAL ITEMS « BUSINESS CARDS & MORE

GRAPHIC DESIGN & PRINTING

YOU NAME IT! WE'LL CREATE IT & PRINT IT ...EXCEPT MONEY!

C COMPLETE
@GRAPHICS

A FULL SERVICE GRAPHIC DESIGN & PRINTING COMPANY

Digital & Offset Printing - Fliers - Programs - Rack Cards - Post Cards - Brochures - Pocket Folders
Large Format - Posters - Banners - Yard Signs - Counter Signs - Laminating - Mailings

~, 38 E. HIGH STREET - POTTSTOWN - 610.321.1780
‘ www.complete-graphix.com

complete.graphix@gmail.com

X

INSURANCE SERVICES

907 Ben Franklin Hwy. W.

INTERIOR DECORATING

DECORATING DEN
INTERIORS
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| Barbara Mclnnis-Hayman

I 484.624.4787
barbaramcinnis@hotmail.com
barbara.decoratingden.com
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LIMOUSINE SERVICE
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610.689.4600 RHOADSLI’\,IOS COM 800.528.3
1816 Weavertown Road, Douglassville, Pa 19518

> QOTTOSANTI!
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> Serving Berks County Since 1978

610.370.1507 * 610.670.7639
OTTOSANTILAWNCARE.NET

LODGING / BED & BREAKFAST

. o .
SCHAREILL
MCCLURKEN
& (RESHIENYED .-

Auto - Home - Life - Business * Celebrating 95 Years!
Call Now for a Quote! 610-935-8201
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B \ | My husband, Frank, and [ welcome you to

| \\1 The Twin Turrets Inn. Our English Springer
| Spaniel, Elizabeth Queen of the Turrets,
affectionately known as Lizzie, will also
welcome you with her toy.

Nearianne: Deery Y . (/;IIA((/&(

11 East Philadelphia Avenue * Boyertown, PA 19512
www. TwinTurrets.com e @2 sl =

610-367-4513 ~ 1-877-877-7897
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LODGING / MEETING FACILITY

95 Rooms
Corporate Amenities
Heated Salt Water Indoor Pool

Fitness Center

by HILTON

Meeting & Event
Space Available

Free Breakfast Buffet
Free WIFI& Parking

430 West Linfield Trappe Road
Limerick, PA 19468
P: 610-495-6999
F: 610-495-6901
limerick.hamptoninn.com

NAIL SALON & SPA

REAL ESTATE / FOR SALE/LEASE

Chris James Hector -
ABR, GRI, CRS Chris James
Broker/Ow

S Hector Realty

Was

Cell: 610-316-3678
ChrisJamesHector@verizon.net

Andrea Heskett

Realtor 610'933'7592

Cell: 610-329-1622
AndreaHeskett@gmail.com Fax: 610-933-2888

Office: 213 Sherwood Ln., Phoenixville, PA 19460

Day Spa and
Nail Salon

Call for
Grand Opening
www.youdeservetrespa.com Special!
B3 /trespasig @ /trenailbar

_' ‘J e s ‘ 484-924-9207

49 SouthsTownship3Li

e
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Join us for a quick
10 minutes every Tuesday
for current marketing tips!

Interlace,
Communications
& goMAa VA

PLUMBING / HVAC

A.JACKSON ECKER, INC. Fdi
PLUMBING-HEATING-COOLING il

B 144 KING ST., POTTSTOWN, PA 19464

(610) 326-5011

www.ajacksonecker.com

Providing Integrity . . .
Communication . . .
& Exceptional Service!

KELLERY ' .’ REAL ESTATE GROUP

Rebecca Rambo
Office (610) 792-5900
Cell (215) 356-6813
RamboRealEstate1@gmail.com

SENIOR CARE / LIVING ASSISTANCE

SENIOR Sen_lor Helpers Pottstown
(serving Western MontCo, Northern

N
Helpe rs ChesCo & parts of Berks)

610-323-0460 (24hrs/7days)
www.seniorhelpers.com/pottstown

No minimums — get only the help you need.

Personal care - bathing, dressing, toileting & hygiene.

Light housekeeping, errands, meal preparation.
Hospice support & respite services.

< € ¢ <

Call today for FREE in-home (wherever home may be) consultation!

TOBACCO & RELATED PRODUCTS

COLE TOBACCO

215 E. High Street, Pottstown, PA 19464

610-323-4991

Hours: Mon. - Fri. 7:00 - 6:00 « Sat. 8:00 - 5:00

HANDMADE CIGARS
DISCOUNT PRICES

Humidor Fresh = Distinctive Selection
Wide Variety of Vape Products

Coles Tobacco Cigar Club

Club cards earn you an
additional 10% off of purchase
of high grade cigars!

CALL (610) 323-6253 TO PROMOTE YOUR BUSINESS
IN THE ROUTE 422 BUSINESS MARKETPLACE
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