
Google Business Profile Optimization Template
Your Google Business Profile (GBP) is the foundation of local visibility and a leading factor in whether you appear in the map pack. This template walks you through completing, optimizing, and maintaining every section the right way. Use it to build an accurate, active profile that earns trust from both searchers and Google.
Profile Completeness & Accuracy
When to use: Use when claiming a new profile or auditing an existing one to ensure every core field is complete, verified, and accurate.
Core Profile Audit for [Business Name]
A complete, verified profile is central to map-pack visibility. Work through each field and confirm it matches reality exactly. Use your real business name only: adding keywords or a city you don't operate in violates Google's guidelines and risks suspension.
· [Done?] Business name matches signage & legal name, no added keywords
· [Done?] Profile is verified (badge confirmed in dashboard)
· [Done?] Address or service area is accurate and pin is correctly placed
· [Done?] Phone number is local and answered during stated hours
· [Done?] Website URL is correct and loads
· [Done?] Regular hours set; special/holiday hours added in advance
· [Done?] Opening date, attributes, and accessibility details filled in
Set a reminder to re-check these fields quarterly and whenever the business changes location, hours, or phone number.
 
Categories & Services / Products
When to use: Use when choosing or refining your primary and secondary categories and building out your services or product catalog.
Categories & Catalog for [Business Name]
Your primary category is one of the strongest signals for which searches you can rank for, so pick the single most accurate one. Add only secondary categories that genuinely describe what you do: irrelevant categories dilute relevance and can confuse Google.
· [Done?] Primary category = [Most Accurate Category]
· [Done?] Secondary categories all reflect real offerings, not aspirations
· [Done?] Reviewed competitor categories for ideas (verified for accuracy)
· [Done?] Services added with clear names and descriptions
· [Done?] Products added with photos, prices, and descriptions (if applicable)
· [Done?] Service descriptions written for people, not stuffed with keywords
Revisit categories when you launch a new service line or notice a more fitting category becomes available. Keep the primary category stable unless your core business genuinely shifts.
 
Photos, Posts & Updates
When to use: Use when building out your visual content and establishing a routine of posts and updates to keep the profile active.
Photos & Posts for [Business Name]
Fresh, authentic visuals and regular posts signal an active business. Upload real, high-quality photos of your own location, team, and work: avoid stock imagery, which can feel generic and may be removed.
· [Done?] Logo and cover photo uploaded and on-brand
· [Done?] Exterior, interior, team, and product/service photos added
· [Done?] Photos are well-lit, clear, and recent
· [Done?] Video added (short, real footage) if available
· [Done?] Posting cadence set (e.g., [Weekly / Biweekly])
· [Done?] Offers, events, and announcements posted with clear CTAs
· [Done?] Expired posts and seasonal offers cleaned up
Keep a small backlog of photos and post ideas so updates never lapse. Consistency matters more than volume: a steady rhythm keeps the profile looking maintained and trustworthy.
 
Reviews & Q&A Management
When to use: Use to set up a process for earning, responding to, and learning from reviews, and for managing the Q&A section.
Reviews & Q&A for [Business Name]
Reviews build trust and are a recognized local ranking factor. Ask happy customers for honest feedback and never buy, incentivize, or post fake reviews: this violates Google's policies and can get reviews removed or the profile penalized.
· [Done?] Simple review-request process in place (link, QR, or follow-up)
· [Done?] Respond to all reviews (positive and negative) promptly
· [Done?] Replies are professional, specific, and never defensive
· [Done?] Negative feedback logged and shared with the team to fix issues
· [Done?] Policy-violating reviews flagged for removal (not argued with)
· [Done?] Q&A monitored; common questions answered by the owner
· [Done?] Proactively published the real questions customers actually ask, answered through the official business profile (owner answers labeled as the business)
Set a recurring check (e.g., every [Few Days]) so no review or question goes unanswered for long.
 
NAP Consistency & Citations
When to use: Use to align your Name, Address, and Phone across the web and audit citations in directories and listings.
NAP & Citations for [Business Name]
Consistent Name, Address, and Phone (NAP) across the web helps Google trust your business details. Decide on one canonical format and use it everywhere. Mismatched listings create confusion and can weaken local signals.
· [Done?] Canonical NAP documented (exact spelling, suite, phone format)
· [Done?] Website footer/contact page matches GBP exactly
· [Done?] Major directories audited (e.g., [Apple Maps / Bing / Yelp])
· [Done?] Industry- and location-specific directories updated
· [Done?] Duplicate or outdated listings found and merged/removed
· [Done?] Old address/phone corrected after any move or change
After any business change, update GBP first, then propagate the new NAP to every listing. Re-audit citations at least once or twice a year to catch drift introduced by third parties.
 
Insights / Performance & Ongoing Optimization
When to use: Use to review the GBP performance view, track trends, and run a repeatable monthly optimization loop.
Performance Review for [Business Name]
Use the built-in performance (insights) view to see how people find and interact with your profile. Track trends over time rather than reacting to single data points, and remember that no one can guarantee map-pack rankings: the goal is steady, compliant improvement.
· [Done?] Searches reviewed (calls, directions, website clicks, messages)
· [Done?] Search terms people used to find you noted
· [Done?] Calls and direction requests trend tracked month over month
· [Done?] Top-performing photos and posts identified and repeated
· [Done?] Underused features (messaging, products, Q&A) activated
· [Done?] Action items from this month listed: [Next Steps]
Run this loop on a fixed schedule (e.g., monthly). Compare each period to the last, keep what works, and feed insights back into your categories, content, and review strategy.
Free template from UNmiss · https://unmiss.com/templates/google-business-profile-optimization-template
