


Overhead Cost Keep? Delete? Adjust? Alternative?

Home office rent or mortgage ☐ ☐ ☐ ☐
Home office utilities ☐ ☐ ☐ ☐
Office space rental ☐ ☐ ☐ ☐
Cowork space fees ☐ ☐ ☐ ☐
Other external location costs ☐ ☐ ☐ ☐
Office supplies ☐ ☐ ☐ ☐

Overhead Cost Keep? Delete? Adjust? Alternative?

Furniture ☐ ☐ ☐ ☐
Printer ☐ ☐ ☐ ☐
Headset / headphones ☐ ☐ ☐ ☐
High-speed Internet ☐ ☐ ☐ ☐
Desk phone ☐ ☐ ☐ ☐
Mobile phone and plan ☐ ☐ ☐ ☐
Video equipment ☐ ☐ ☐ ☐
Podcasting equipment ☐ ☐ ☐ ☐



Overhead Cost Keep? Delete? Adjust? Alternative?

Web hosting and domain ☐ ☐ ☐ ☐
WordPress theme ☐ ☐ ☐ ☐
Premium plugins ☐ ☐ ☐ ☐
eCommerce tool ☐ ☐ ☐ ☐
Multi-site management ☐ ☐ ☐ ☐
Design tool(s) ☐ ☐ ☐ ☐
Development tool(s) ☐ ☐ ☐ ☐
Online payments system ☐ ☐ ☐ ☐
Tax software ☐ ☐ ☐ ☐
Finance app ☐ ☐ ☐ ☐
Proposal & contract software ☐ ☐ ☐ ☐
Project management app ☐ ☐ ☐ ☐
Online meeting tool ☐ ☐ ☐ ☐
CRM ☐ ☐ ☐ ☐
Time tracker ☐ ☐ ☐ ☐
Marketing software ☐ ☐ ☐ ☐
SEO tool ☐ ☐ ☐ ☐
Social media scheduler ☐ ☐ ☐ ☐



Overhead Cost Keep? Delete? Adjust? Alternative?

Employee salaries ☐ ☐ ☐ ☐
Employee benefits ☐ ☐ ☐ ☐
Employee taxes ☐ ☐ ☐ ☐
Payroll software ☐ ☐ ☐ ☐
Freelancing platform ☐ ☐ ☐ ☐
Contractor fees ☐ ☐ ☐ ☐
Workforce management tool ☐ ☐ ☐ ☐
Employee training program ☐ ☐ ☐ ☐
HR service ☐ ☐ ☐ ☐

Overhead Cost Keep? Delete? Adjust? Alternative?

Business licenses / permits ☐ ☐ ☐ ☐
Incorporation fees ☐ ☐ ☐ ☐
Business taxes ☐ ☐ ☐ ☐
Health insurance ☐ ☐ ☐ ☐
Workers’ comp insurance ☐ ☐ ☐ ☐
Property insurance ☐ ☐ ☐ ☐
Business liability insurance ☐ ☐ ☐ ☐
Disability insurance ☐ ☐ ☐ ☐
Accountant or tax adviser ☐ ☐ ☐ ☐
Legal services ☐ ☐ ☐ ☐
Business coach / consultant ☐ ☐ ☐ ☐
Professional associations ☐ ☐ ☐ ☐



Overhead Cost Action Plan Due Date


