CHEAT
SHEETS

Business Management Essentials

A concise cheat sheet covering key concepts in business management, including strategic planning, organizational structure, leadership styles,

financial management, marketing principles, and operational efficiency.

Strategic Planning

Core Elements of Strategic Planning

SWOT Analysis

Vision Statement: Defines the desired future state of the organization.

Example: To be the leading innovator in sustainable energy solutions.

Mission Statement: Defines the organization's purpose and how it will achieve its vision.

Example: To provide affordable and reliable renewable energy to communities worldwide.

Values: Guiding principles that define the organization’s culture and ethics.

Example: Integrity, Innovation, Sustainability, Collaboration.

Strengths:

Internal attributes that give an organization an advantage.

Example: Strong brand reputation, skilled workforce.

Weaknesses:

Opportunities:

Internal attributes that put an organization at a disadvantage.
Example: Outdated technology, high employee turnover.

External factors that an organization can exploit to its advantage.

Example: Emerging markets, favorable government policies.

Threats:

External factors that could cause trouble for the organization.

Example: Economic recession, increased competition.

Objectives: Specific, measurable, achievable, relevant, and time-bound (SMART) goals.

Example: Increase market share by 15% within the next 3 years.

Strategies: Actions taken to achieve objectives.

Example: Expand into new geographic markets, develop strategic partnerships.

Tactics: Specific steps to implement strategies.

Example: Launch a targeted advertising campaign, attend industry trade shows.

Organizational Structure & Leadership

Types of Organizational Structures

Leadership Styles

Team Dynamics

Functional Structure: Organizes activities based on

functions (e.g., marketing, finance, operations).

Pros: Specialization, efficiency.

Cons: Siloing, poor communication.

Divisional Structure: Organizes activities based on
products, services, or geographic regions.

Pros: Flexibility, responsiveness.

Cons: Duplication of resources, potential for conflict.

Matrix Structure: Combines functional and divisional

structures.

Pros: Collaboration, resource sharing.

Cons: Complexity, potential for confusion.

Network Structure: A collection of independent, mostly
single-function firms that collaborate to produce a

product or service.

Pros: Flexibility, innovation.
Cons: Coordination challenges, dependency on partners.

Financial Management

Key Financial Statements

Income Statement: Reports a company’s financial
performance over a period of time.

Key Metrics: Revenue, Cost of Goods Sold, Gross Profit,

Operating Expenses, Net Income.

Balance Sheet: Reports a company'’s assets, liabilities, and

equity at a specific point in time.

Key Metrics: Assets (Current & Non-Current), Liabilities
(Current & Non-Current), Equity.

Cash Flow Statement: Reports the movement of cash
both into and out of a company over a period of time.

Key Sections: Operating Activities, Investing Activities,
Financing Activities.
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Autocratic:

Democratic:

Laissez-faire:

Transformational:

Leader makes decisions without
input from others.
Pros: Quick decisions.

Cons: Low morale.

Leader involves team members in the
decision-making process.

Pros: High morale, creativity.

Cons: Slower decisions.

Leader provides little to no direction
and allows team members to make
decisions.

Pros: Autonomy, empowerment.
Cons: Lack of direction, potential for
chaos.

Leader inspires and motivates team

members to achieve a common goal.
Pros: High performance, innovation.
Cons: Requires strong leadership

skills.

Forming: Team members get to know each other and

establish ground rules.

Storming: Conflict arises as team members assert their

opinions and compete for roles.

Norming: Team members develop a sense of cohesion
and establish norms of behavior.

Performing: Team members work together effectively to
achieve their goals.

Adjourning: The team disbands after completing its task.
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Financial Ratios

Budgeting Basics

Liquidity Measure a company'’s ability to meet its
Ratios: short-term obligations.
Examples: Current Ratio, Quick Ratio.
Solvency Measure a company'’s ability to meet its
Ratios: long-term obligations.
Examples: Debt-to-Equity Ratio, Times
Interest Earned Ratio.
Profitability Measure a company'’s ability to
Ratios: generate profits.
Examples: Gross Profit Margin, Net
Profit Margin, Return on Equity.
Efficiency Measure how efficiently a company is
Ratios: using its assets.

Examples: Inventory Turnover Ratio,
Accounts Receivable Turnover Ratio.

Marketing Principles

The 4 Ps of Marketing

Creating a Budget:
Involves estimating revenues and expenses for a future

period. Budgets are essential for planning and control.

Types of Budgets:
« Operating Budget: Focuses on revenues and

expenses related to core business activities.

« Capital Budget: Focuses on investments in long-

term assets.

Variance Analysis:
Involves comparing actual results to budgeted amounts
and investigating any significant differences.

Target Market Segmentation

Marketing Strategies

Product:
and packaging of a good or service.

Price: The amount a customer pays for a product
or service. Pricing strategies include cost-

plus, competitive, and value-based pricing.

Place: Distribution channels used to make a
product or service available to customers.
Includes retail, wholesale, and online

channels.

Promotion: Communication activities used to inform,
persuade, and remind customers about a
product or service. Includes advertising,
public relations, sales promotion, and

personal selling.
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Features, benefits, quality, design, branding,

Demographic Segmentation: Dividing the market based

on age, gender, income, education, etc.

Geographic Segmentation: Dividing the market based on

location, climate, population density, etc.

Psychographic Segmentation: Dividing the market based

on lifestyle, values, attitudes, and interests.

Behavioral Segmentation: Dividing the market based on

purchasing behavior, usage patterns, and brand loyalty.

Digital Marketing: Utilizing online channels such as social

media, email, and search engines to reach customers.

Content Marketing: Creating and distributing valuable,
relevant, and consistent content to attract and engage a

target audience.

Inbound Marketing: Attracting customers through

valuable content and experiences tailored to their needs.

Outbound Marketing: Reaching out to potential
customers through traditional advertising, telemarketing,

and direct mail.
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