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Introduction 
 

Define your product 

(one product at a time) 

Are you selling an object?  A service? 

 

 

 

 

Who are we trying 
to serve, and what 
do they need? 
 

 What product or 
service are we 
offering, and 
who needs it? 

 

 

Define your customer 

Is your customer a person or another business? 

Is your customer the end-user, or an intermediate user? 

 

 

 



Worksheet:  Our  Product

Describe  the  product  or  service  your  co-op  will  offer:

________________________________________
________________________________________
________________________________________
________________________________________
Who  else  offers  a  product  or  service  like  yours?

________________________________________
________________________________________
________________________________________
Will  your  product/service  will  be  cheaper,  or  more  expensive  than  your  competition?

________________________________________
Will  your  product/service  be  better  quality  than  your  competitor’s?  Or  will  it  be  less  good?

________________________________________
Will  your  product/service  be  more  convenient  than  your  competitor’s?  Or  will  your  customers  have  to

go  out  of  their  way  to  get  it?

________________________________________
Will  your  customer  identify  with  your  brand  -  will  they  feel  different  about  themselves  because  they

bought  it  from  you  and  not  someone  else?

________________________________________
(continue  on  reverse)



What  is  better  about  your  product/service,  and  why  will  your  customers  buy  it  instead  of  your

competitor’s?

________________________________________
________________________________________
________________________________________
________________________________________
________________________________________

This  worksheet  approved  by: Date:

__________________________ _______________
__________________________
__________________________
__________________________
__________________________
__________________________



Worksheet:  Our  Customer

Imagine  your  ideal  customer.    Maybe  this  is  a  real  person  you  have  done  business  with  already,  or  it
could  be  an  imaginary  person.

Where  does  this  person  live?

________________________________________
How  old  is  this  person?

________________________________________
Does  this  person  have  a  lot  of  money,  or  not  very  much?

________________________________________
In  a  given  week,  where  are  the  places  this  person  is  likely  to  go?

________________________________________
________________________________________
Does  this  person  read  newspapers  and  magazines  (on  paper)?    Which  ones?

________________________________________
________________________________________
Does  this  person  listen  to  the  radio?    What  stations  do  they  listen  to?

________________________________________
Does  this  person  watch  TV?    What  shows  do  they  pay  attention  to?

________________________________________
________________________________________

(continue  on  reverse)



Does  this  person  spend  much  time  at  the  computer  or  on  a  smartphone?    What  sites  do  they  use  a  lot?

________________________________________
________________________________________
Is  this  person  already  buying  a  product  or  service  like  yours  somewhere  else?    If  so,  where?

________________________________________
What  is  most  important  to  this  person  when  choosing  where  to  buy  this  product/service?    Is  it  price?
Quality?    Convenience?    The  brand  name?

________________________________________
________________________________________
How  much  do  you  think  your  customer  will  pay  for  your  product/service?

________________________________________

This  worksheet  approved  by: Date:

__________________________ _______________
__________________________
__________________________
__________________________
__________________________
__________________________



Worksheet:  Market  Research

Name  five  things  you  need  to  learn  about  your  customers:

1.______________________________________
2.______________________________________
3.______________________________________
4.______________________________________
5.______________________________________

Name  5  things  you  need  to  learn  about  your  competition:

1.______________________________________
2.______________________________________
3.______________________________________
4.______________________________________
5.______________________________________

This  worksheet  approved  by: Date:

__________________________ _______________
__________________________
__________________________
__________________________
__________________________
__________________________
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Worksheet: Finding new prospects
How do customers find the company or product they want?
some examples:
- personal referrals from customers, colleagues, or co-op members; 
- tabling at events or trade shows; 
- through an online web search or referral directory; 
- through another organization like a visitors' center or housing referral center; 
- volunteering and networking in like-minded organizations; 
- free press and PR from winning awards or doing newsworthy things; 
- offering expert advice through a workshop, class, or blog; 
- visibility - shirts, signs on vehicles, job site signs;
- referrals from government or other incentive programs
- your product is visible/available at retail shops
- they see an advertisement in a paper, on the radio or the internet, etc.

How do your current customers find out about you?
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________

What are more ways that you would like customers to be able to find you?
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________

How will you know how people are finding you?  Ask them!

Measure how people are finding you
 - Ask people when they call
 - Form on your website
 - A physical card or evaluation

always include an option for "repeat customer"

Make sure to tally this information onto a worksheet like this one, and review it at least once a 
month.



Worksheet: Keeping Repeat Customers

________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________

for example: if you chose "Quality", ask your customers, "Are you happy with the quality of our product?"

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

When businesses are successful and have been around serving happy customers for a long time, they can 
get in the fortunate position of working only for regular or repeat customers.  While they will lose customers 
here and there as people move away or don't need their services any more, the happy customers will 
generate more than enough new business to make up for it.  

What percentage of your business is from repeat customers?  (This should grow over time)  If you don't 
know, how can you track this number on a regular basis?

What can you do to make customers feel like a part of your community, singing your praises to their friends 
and neighbors, and coming back to you over and over again?

Ask customers to evaluate their experience with you:  What % say they would use your service again?  
Would recommend you to a friend?

Look back on your "Basis of Competition" worksheet.  You chose three things that will distinguish your 
business from your competitors.  Now write three evaluation questions to ask your customers, that relate to 
those qualities that set you apart.

1.  
______________________________________________________________________________________

2.  
______________________________________________________________________________________

3.  
______________________________________________________________________________________



Basis of competition

Every time you buy a product, there’s a reason you bought that one and not another one.  It’s not really 
possible to be all things to all people, so you need to decide on which basis you will choose to compete with 
other businesses that offer a product or service like yours.

Think about different things that you buy, whether every week or every few years.  Consider the different 
statements below, and which ones are more important to you for different things that you buy, such as 
groceries, cell phone service, shoes, haircuts, bikes, or cars.  

1. Price: “I buy this one because it’s the cheapest.”
2. Quality:  “I buy this one because it looks better/lasts longer/does a better job/is healthier”
3. Service: “I buy from them because they treat me right/ they are more professional”
4. Convenience: “I go there because it’s on my way to/from school/work, or because they have 

parking/are close to the bus stop, or because they’ll let me pay later”
5. Values: “I buy from them because they are a co-op/green business/locally owned”
6. Identity: “I buy from them because they are the coolest, most fun, all my friends do too”
7. Uniqueness: “I buy this one because it’s different than everyone else’s”

Which of these statements do you want people to say about your product or service?  Pick one that is the most 
important, and two more that are also important.

#1:_______________________________________________

#2:_______________________________________________

#3:_______________________________________________



Our Message Worksheet

Every business needs to develop a clear message and stick to it.  The message communicates to your 
customer what is special about your business and why they should buy from you instead of the other guy.

Look over what you learned about your customer from your market research, review the Basis of Competition, 
and look back at your Mission, Vision and Values.

Now imagine you are hanging a sign in your business’ front window.  The sign only has room for the name of 
your business and three other words.  This is your big chance to make an impression on the people walking by 
- let them you know you have something they need, and draw them inside.  What three words do you choose?

_________________________________________

_________________________________________

_________________________________________

Next, imagine that you are at an event, and you have been asked to get up and introduce yourself and your 
business in just a few seconds.  These people know nothing about you, so you have to let them know exactly 
what product or service your company provides, and how you do it differently or better than the others.  This is 
your sound bite.  Practice until you can deliver it smoothly in under seven seconds.  Go!

________________________________________________________________________________________

________________________________________________________________________________________

Now imagine you have just gotten in an elevator with someone who you think might be a perfect customer for 
you.  They have just turned to you and asked you what you do.  You have 30 seconds before the door opens at 
the next floor.  What do you say?  

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________


