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Business people are notorious for not taking the time to record their plans on paper. As action oriented people, business owners want “to do,” not “to write.” Writing requires effort and takes time, but that is precisely why you should do it. Not only does writing force you to think more deeply about your concerns and issues, it forces you to slow down and think before you act. Just as important, a written document records your thinking and rationale for making decisions, which is invaluable later when evaluating why you took the action you did. Written statements should be used in the following situations:
· Business planning
· Complex decisions
· Major purchases

Starting a business is one of the most important decisions of your life, and it is worth the time and effort needed to prepare a written plan. The issues are too complex and the potential for financial disaster are too great not to invest the time to prepare a written plan. Just because it is written doesn’t mean it can’t be changed. It most certainly will be changed. And it doesn’t have to be long; two or three pages may do the job. 

All important and complex decisions should be documented with contrasting lists such as pros and cons, advantages and disadvantages, or strengths and weaknesses. This process is often called a Ben Franklin analysis since he made the process famous when he described his method of documenting the pros and cons for a decision in a letter to Joseph Priestly in 1772. Over a period of three or four days, he would record his pros and cons and then do an analysis of the list to arrive at a reasoned decision. Spreading the process over several days allowed his subconscious mind to bring new issues to light. Of course, Franklin’s success in life and business speaks for itself. 
Major purchases should begin with a written list of requirements and a list of criteria for evaluating products or services. A good example of a major purchase is a point of sale system (POS). Not only do you have to satisfy the immediate needs of cost, cash management, and credit/debit card processing; but you will be interested in employee time logging, inventory management, business reporting, and customer loyalty programs. The issues are just too complex to rely on memory. Furthermore when you are trying to compare product offerings, you will need a common set of criteria to evaluate the offerings to make a reasoned purchase decision. It is important to realize that in most complex purchase decisions, the up front purchase cost is usually small compared to the ongoing costs of maintenance, service, upgrades, and training. Putting your criteria on paper is sure to improve you purchase decisions and lower costs over the life cycle of the product or service. 
Besides clarifying your thinking and documenting you rationale for future reference, writing things down will make it easier for you to share information and increase your credibility with investors, lenders, advisors, and employees. It will also free you to stop worrying about your decisions since you will have a sound, well documented rationale for why you made the decision you did.  
If a man as smart and successful as Ben Franklin found it beneficial to “write before acting,” surely less talented people like ourselves will benefit even more.
SCORE, “Counselors to America’s Small Business,” is an organization of volunteers who help small businesses, at no charge, achieve success. To request a confidential meeting with a SCORE counselor or for information about SCORE, call the Chamber at 410-266-3960 or visit WWW.SCORE390.ORG. John can be reached at john@focusware.com. 


