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Introduction 

Scaling your business can seem like an overwhelming process. This checklist 
will help you navigate the ins and outs, ups and downs of scaling for growth. 
When going through this process, understanding the time involved in taking 
these steps to scale will help you determine if scaling your business is feasible 
and more importantly, right for your business.  Think of this like a blueprint 
that you hand someone - something anyone in your industry would 
understand and be able to implement or recreate.  

As you consider scaling your business, here are important questions to ask 
yourself: 
 

● What’s the economic landscape look like?  

● What is happening in the marketplace that you can take advantage of to 

grow such as consumer demand or market shift? 

● Are you seeing a big increase in orders that leave you short on inventory 

or unable to fulfill in a timely manner? 

● Do you have the staff,  inventory, resources, time, finances, etc, to ramp 

up for growth? 

Once you answer those question, it’s time to take inventory of all the tasks 
you currently do in your business, who does them (or could do them) and how 
much time they take. 

After taking inventory of those tasks, it’s important to create (or refine) 
systems - by documenting the process involved in each system (such as taking 
an order - who takes it, how the order is handled once it is taken, the process 
of taking an order (including payment, billing, etc), and  once taken, who 
manages order fulfilment.  
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At this step you should identify the person or people responsible for each step 
of the process.  While this step can take a lot of time to set up, it can save 
hours and money in the long run.   

In addition, there are automated project management tools such as Asana, 
which can help you better manage your delegated tasks and house your 
processes. 

Focus on what matters most. Many small business owners often get caught 
up in day-to-day (trivial) tasks (like taking out the garbage).  These small tasks 
can and often do, distract you on the important things such as product 
development, client relationships, marketing and more.  

Scaling a business happens when those daily tasks are outsourced.  It’s the 
most efficient way for you to focus on the important steps necessary to grow.   

However, there are things you should not outsource.  They include: 
 

● Company culture, vision, mission - your story. As the leader, you should 
continue to share this with your team. After all, you are the leader. 
 

● Strategy - you are the engine driving your business, you know which 
direction you want your business to take and why you are going that 
route; you should also have a plan for getting there (reaching your big 
goals necessary to scale). 
 

● While your staff can certainly run day to day operations, it’s important 
that you continue to nurture client relationships.  After all, you are likely 
the reason they do business with your company in the first place. 
 

● Financial oversight is important.  That means managing the money 
inside your business, and  keeping track of financials including  making 
the final decision on large investments.   
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Once you understand the “mechanics of scaling” you can use the 
following checklist of questions to implement each of the processes of 
scaling your business. 

_____ What are you offering, is there a need, a market for it? 

_____ How does your offering fit in the competitive landscape? 

_____ Is it scalable? 

_____ Do you have a good financial management system in place? 

_____ Do you have working capital? Access to short and long-term financing? 

_____ Do you have key performance indicators to monitor progress? 

_____ What is your overall or ultimate vision?   

_____ What strategies are in place to achieve that vision? 

_____ Do you have the right team to help implement those strategies? 

_____ Do you have the enough money to finance those strategies? 

_____ Do you understand your company’s strengths (and weaknesses)? 

_____ Do you have a plan to work on those weaknesses and use to your 
advantage? 

_____ Have you done your due diligence, market research, competitive analysis 
required to take your business to the next level, to scale? 

_____ Do you have a board of advisors or mentor/mastermind to go to for 
advice and to share ideas? 

_____ Do you have strategic alliances in place to help you grow? 

_____ Is your technology up to date?  

_____ Is your website ready for growth? Is it up to date and reliable? 

_____ Are your social profiles and other online channels  up to date? 

_____ Have you automated processes that can be better managed by being 
automated? 
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_____ Do you have the physical (or virtual) space to grow? 

_____ Can you optimize current resources to scale? 

_____ Do you have access to other resources, additional inventory, additional 
staff to grow? 

_____ Do you have a plan for promoting your business growth (that can include 
publicists, social media managers, marketing and sales professionals and/or 
team members? 

_____ Do you have policies in place that will cover your new growth? 

_____ Do you have adequate staff to cover the additional work? 

_____ Have you reviewed your legal policies? 

Do you have legal, financial and accounting professionals either on retainer or 
available when needed? 

_____ Are there compliance issues you need to be aware of as you grow? 

_____ Do you have enough administrative support to free your time to focus on 
growing your business? 

_____  Keep it Simple. The less complicated your plan for growth, the less 
stress you will experience, the less turnover you will have in terms of team 
and the less time it will take to get started. 

Scaling your business is a project; it requires strong leadership. And trusted 
advisors.  Scaling is no small task, especially for a business owner who is used 
to doing much of the work themselves. Consider hiring a project management 
consultant. His or her experience may prove invaluable in charting your 
course for growth.  

Best of luck in your journey to scale! 

Heidi Richards Mooney, Founder - Women in Ecommerce 

Ps. if you have a story to share about your growth journey, drop me an 
email with “How I Scaled My Business” in the subject line. 
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If you need help to grow your business or get it  ready to sell, check out ScaleUP 

CheckUP™, to schedule your 1-hour customized  ScaleUPCheckUP™  strategy session...

  
 

Your customized ScaleUPCheckUP™ Success Plan includes:  

● Initial solutions to improve your ScaleUPCheckUP™ assessment score 

● 20-30 minute deep dive review with ScaleUPCheckUP™ expert advisor covering: 

● Review of comprehensive questionnaire addressing various critical business areas 

● Analysis of your business’s gaps and how to fill them 

● Consultation to discuss areas of concern such as systems, legal, business 

planning, insurance, etc. 
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