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Thanks for downloading my Business Task Audit workbook. You’ve already taken your first step towards 

freeing up more of your time and constraints – good job! 

But to get the very most from this exercise, you need to spend a bit of time going through each of the 

points below. It won’t take you ages but allow an hour to ensure you complete it properly and get the 

most value. 

Once you have gone through all of the sections, you will find a separate space at the end of this document 

where you can list all the tasks you now know you can outsource. And don’t forget to add any tasks that 

might be on your radar that you could end up needing to do in the future. It’s always better to remain 

ahead of the curve and outsource whatever you can as it arises to remain as efficient as possible. 

When you’re done, you’ll have a list of tasks that you can potentially outsource, which will save you 

precious time and allow you to focus on the stuff that really drives your business forward. 

If this exercise has thrown up a bunch of tasks that you could potentially outsource and you’d like to 

discuss how you can go about it, please don’t hesitate to contact me. While I am a programme manager 

for coaches and virtual assistant, I also have a database of trusted freelancers who may be able to help 

you, so it’s definitely worth contacting me if you are looking to outsource. 

You can also book a free 30-minute consultation if you’d like to get started with outsourcing some tasks 

right away, or download my pricing and services PDF to find out more. 
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List every task, role, responsibility in your business in the charts below. Go into as much detail 

as possible. For example, don't just say "Social Media" as this could have multiple different 

tasks attached to it (please see examples provided below). The chart is laid out into separate 

sections for different departments of your business, these are generic for different businesses 

– if there is anything missing specifically for your business, please add it to the chart titled 

“Other”. 

 

Write down who is currently performing this task/role/responsibility. If you are currently 

doing everything, please write your name down - it's important. 

 

Put down who should be handling this task. This could be you, another staff member, a 

business partner, or if you know it should/could be handled by someone else, but you aren’t 

sure who yet, simply write "Someone else". 

 

Remember the 80/20 principle. For every 10 things on the list, your name should only be next 

to 2 of them. Therefore, ONLY keep your name next to those roles/responsibilities that you 

enjoy or have the highest financial leverage. If your time is best spent working with clients, as 

that's what brings in money, then keep your name there. If your time is not best spent doing 

bookkeeping, then write "Someone else" there (or the name of your current bookkeeper). 

 

For the tasks you have marked as “Someone else”, identify if this is something you could 

outsource to a Virtual Assistant (VA) right now. If you don't yet know who that VA is, perfect! 

That's the point of this exercise- to work this out by figuring out the type of work you could be 

outsourcing. 
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(Example of how to complete the sections) 
 

Business Tasks Who performs this task currently? Who should be performing the task? Can I outsource this task? 

Creation of monthly newsletter Me Someone else Yes 

Ad hoc email campaigns Me Someone else Yes 

Copy for email campaigns Me Me Maybe 

Checking emails Me Someone else Maybe 

Customer support emails Me Someone else Yes 

Diary management Me Someone else Yes 

New business enquiries Me Me No 

Coaching sessions Me Me No 

Bookkeeping Anne (bookkeeper) Anne (bookkeeper)  

Sending invoices Me Someone else Yes 

Chasing late payments Me Someone else Maybe 

Setting up online course Me Someone else Yes 

Website updates Me Someone else Yes 

Blog posts Me Someone else Yes 
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Marketing Who performs this task currently? Who should be performing the task? Can I outsource this? 
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Administration Who performs this task currently? Who should be performing the task? Can I outsource this? 
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Product or Service Delivery Who performs this task currently? Who should be performing the task? Can I outsource this? 
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Customer/Client Relationship Who performs this task currently? Who should be performing the task? Can I outsource this? 
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Sales Who performs this task currently? Who should be performing the task? Can I outsource this? 
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Other Who performs this task currently? Who should be performing the task? Can I outsource this? 
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List of tasks to outsource to a Virtual Assistant (VA) 
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