50+ Most Common
Overhead Costs Where
Businesses Lose Money

Profits are on the up and up, but you still wish for more money in your pocket at
the end of the day.

Unchecked overhead costs may be to blame.

Overhead is a necessary part of doing business, but it can add up fast. When was
the last time you looked at your numbers?

The following checklist includes over 50 of the most common overhead costs
where businesses lose money.

Review Document

Review the list of costs. Add any that are Write down the cost of the overhead
missing to the bottom of the tables. expenses you currently have.
Intention Action

Check off the step you intend to take for Create an action plan at the end of the
each. workbook.

Let’s get to work.
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Office Costs

Overhead

Cost

Keep?

Delete?

Adjust?

Alternative?

Home office rent or mortgage
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Home office utilities

Office space rental

Cowork space fees

Other external location costs

Office supplies
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Equipment Costs

Overhead

Cost

Keep?

Delete?

Adjust?

Alternative?

Furniture
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Printer

Headset / headphones

High-speed Internet

Desk phone

Mobile phone and plan

Video equipment

Podcasting equipment
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Office Costs

Overhead

Cost

Keep?

Delete?

Adjust?

Alternative?

Web hosting and domain
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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
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Office Costs

Overhead Cost Keep? Delete? Adjust? Alternative?

Employee salaries
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Employee benefits

Employee taxes

Payroll software

Freelancing platform

Contractor fees

Workforce management tool

Employee training program
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HR service

Business Upkeep Costs

Overhead Cost Keep? Delete? Adjust? Alternative?

Business licenses / permits
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Incorporation fees

Business taxes

Health insurance

Workers’ comp insurance

Property insurance

Business liability insurance

Disability insurance

Accountant or tax adviser

Legal services

Ooooo|oo|od|d

Business coach / consultant
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Professional associations
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My Action Plan

Now that you know your numbers and know which overhead costs are hurting
your business, it’s time to take action.

For any of the costs you checked off as Delete, Adjust or Alternative, add them
below.

Then, create an action plan for the following:

Remove anything you’re not using.

Remove duplicate services and tools.

Remove nice-to-have but unnecessary overhead.
Cut back on excessive spending.

Find cheaper but comparable options.

Negotiate prices.

Don’t forget to include a due date. Saying you’ll take action to cut overhead costs
is one thing. Implementing a goal that keeps you accountable to it is another.

Good luck!

Overhead Cost Action Plan

Due Date
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