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Time-Saving Systems

1. What tasks must you do to run your business?
Look back in your planner or daily to-do lists to see what tasks 
you’ve actually spent your time on over the past few months.
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
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2. Now, highlight all the tasks that you have to do at least 
once every month.

3. Choose the first highlighted task and write a list of all of the 
steps required to accomplish that task.

Task: ___________________________________________________________

Steps:
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
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4. Organize and refine those steps to create a clean, clear 
process.
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________

5. What templates or plans might you need to accomplish this 
task? For example, an email template for communicating with 
a client, or a social media posting schedule. Draft the template 
or plan here:
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
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6. Repeat steps 3, 4, and 5 for each of the highlighted tasks on 
your list. (You’ll find blank worksheets on the following pages.) 
Create organized systems for accomplishing each of your 
recurring tasks..

7. Transfer your written instructions for each process to an 
organized file on your computer, or a project management 
system, such as Trello, Asana, Basecamp, or Podio.
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Task: ___________________________________________________________

Steps:
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
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Task: ___________________________________________________________

Organized Process
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________
● ____________________________________________________________

Templates:
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________


