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A practical
checklist for teams
who want smoother
operations and a
sharper brand.



Purpose

The ChenzonHub Small Business Audit Checklist helps
small teams gain instant clarity on what's holding them
back.

In just a few minutes, it reveals hidden inefficiencies,
branding inconsistencies, and operational bottlenecks
that quietly limit your growth.

Whether you're facing unclear processes, scattered
messaging, or team misalignment, this checklist is your
first step toward smoother, smarter operations.

At the end, you'll receive a clear score and summary
showing where your business stands - and which areas to
focus on next to improve performance, consistency, and

profitability.

It's not just a score - it's your roadmap to smarter growth.
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Section 1: Operations &
Efficiency Audit

Goal

Reveal process gaps, delays, or duplication that waste time and
money.

Are your daily workflows clearly documented and
followed by all team members?

Do you track and review key metrics (sales, tasks,
response time) weekly?

How often do you review or optimize internal processes?

Is communication between departments seamless and
consistent?

Do you use automation tools (CRM, scheduling, billing)
effectively?

Are roles and responsibilities clearly defined?

Do you experience delays in decision-making or task
execution?

Mini Insight Block

. Score under 25? You're likely losing 5+ hours/week per employee on inefficiency.
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Section 2: Brand & |[dentity
Consistency Audit

Goal

Check if your brand communicates trust and clarity across
touchpoints

Is your brand message clear and consistent across
website, social, and email?

Do your visuals (logo, fonts, colors) reflect your
positioning and audience?

Can a new visitor understand what you offer in 10
seconds?

Are you showcasing case studies, client results, or
testimonials?

Are you active on the right platforms for your niche
(not just present everywhere)?

Mini Insight Block

. Strong brand clarity increases conversion rates by up to 40%.
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Section 3: Business
Strategy Alignment Audit

Goal

Ensure your daily work matches long-term goals

Are your quarterly goals measurable and reviewed
regularly?

Do you have a clear customer journey mapped out?

Are you tracking the right KPIs for your business model?

Does every team member understand your core mission
and objectives?

Are decisions based on data, not just habit or urgency?

Mini Insight Block

. Misalignment costs small teams up to 20% of productivity.
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Your Score Summary

30-35

Optimized
Strong foundation - you've built efficient systems and consistency. Keep
reviewing quarterly to stay ahead.

22-29

£ Needs Review
You're doing many things right but losing time or clarity in key areas. A
quick process tune-up could unlock 10-20% more efficiency.

15-21

! At Risk
Noticeable gaps - likely causing slowdowns, miscommunication, or
inconsistent delivery. You need an outside review or process mapping.

0-14

Critical Bottleneck
Major inefficiencies or misalignment. Immediate strategic support is
needed to prevent long-term revenue loss.
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Path to Integration

Turn your audit insights into structured, measurable progress.

I 1. Clarify Your Core

Define what “efficient” truly means for your team.
List your top 3 daily frustrations or workflow slowdowns.
This sets the direction for all improvements.

® 2. Map What Exists

Visualize your current processes, tools, and communication flow.
Even a simple outline helps identify duplication or friction points.
Clarity comes before optimization.

® 3. Align the Team

Share the audit results internally.

Make sure everyone understands what the numbers mean and how their role
contributes to fixing gaps.

Alignment builds accountability.

® 4. Integrate Improvements

Choose 2—-3 areas to improve first (not all at once).

Document small wins - like clearer task ownership or faster feedback loops — to build
momentum.

Integration is gradual, not instant.

® 5. Review & Adapt

Revisit your audit every quarter.
Track measurable progress in efficiency, time saved, or client satisfaction.
Use this rhythm to turn optimization into a habit, not a project.

Tip: Most small teams score between 18—-26.
If any section is under 22, you're likely leaving growth potential untapped.

®» BOOK NOW your free 20-minute Clarity Session - we’ll analyze your

results and pinpoint your next 3 highest-impact fixes.
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