
What Should I Outsource? 

Review the below list of tasks 5 times. 

Each time, complete one of the directives below. I realize this might seem like over kill but just trust me. 
(Print this exercise out – it’s easier to do by hand)

1. Cross off any tasks that don’t apply to your business or life. 
(not ones that you're not currently doing but, will never want/need to do in your business/life) 

2. Circle the tasks that you know how to do. 

3. Star the tasks you like to do.

4. Highlight the tasks you don't know how to do.

5. Underline the tasks you would rather not do.

6. Then proceed to Step 2.

Accounts payable/receivable

· Pay the company bills on time – avoid overdraft fees, late payment fees, interest, etc. 
· Bill customers and clients on time 
· Follow up on unpaid bills and accounts 
· Prepare deposits 
Advertising

· Design ads 
· Place ads 
· Follow up to make sure ads ran correctly 
· Research ROI for ads 
· Research and cost out alternative advertising opportunities 
Affiliate/Referral Programs

· Set up an affiliate or referral program
· Create promotional materials
· Recruit new affiliates
· Connect with graphic designers to create promotional material (banners etc.) for affiliates
· Develop copy that affiliates can use to promote product
· Manage affiliate program - connect with affiliates, answer questions/provide support 
· Keep in touch with affiliates
Blogging

· Begin and/or maintain a blog
· Set up and review Google alerts on key topics for material for blog posts 
· Write or ghostwrite blog posts
· Research other blogs
· Link to other blogs
· Comment or ghostcomment on other blogs
· List blog in online blog directories
· Set up Google ads on the blog
· Set up RSS feeds
· Analyze blog traffic
Board of Directors (or Advisors)

· Create a new board of directors or advisors

· Identify prospective board candidates

· Create the invitation to invite candidates to join the board

· Set up interviews/meetings between you and prospective board members

· Create BOD (BOA) guidelines – what’s expected of them

· Create a BOD (BOA) handbook

· Set up communications systems with the new board

· Plan BOD (BOA) meeting schedules and agendas – handle reminders and RSVPS 

· Prepare materials for meetings

· Help to manage BOD (BOA) relationships and needs

Bookkeeping

· Balance bank and credit card statements

· Add monthly information into bookkeeping/accounting software

· Setup your books in bookkeeping/accounting software

· Develop a system to organize hard copy documents – invoices, bills, receipts, canceled checks, statements

· Set up online and offline files and filing systems

· Prepare your books and financial reports for meetings with the accountant 

· Monitor account balances and notify you of strange activity, low balances 

· Prepares end of month, quarter, or year reports.

Branding / Identity

· Conduct a brand analysis of your brand and other competitor brands

· Do a brand essence to define and refine your brand

· Design a logo or run a logo design contest!

· Research corporate identity marketing consultants and design firms 

· Develop a RFP (request for proposal) and manage applications

· Develop a creative, punchy tagline

· Develop vision and mission statements

Client development

· Identify prospective new clients and strategies to reach them

· Study ways to increase repeat business and lifetime value of a client/customer

· Create a customer/client appreciation program to enhance existing customer/client relations, to differentiate from competitors, and to attract new customers/clients 

· Solicit and manage customer/client testimonials

· Serve as a client liaison (personal assistant) for high level clients

· Send out birthday, anniversary, cards or other appreciation cards on your behalf

Community service/charity/philanthropy

· Research opportunities to “give back” to the community

· Identify and evaluate charitable organizations that align with your mission and vision 

· Make contact with those organizations, establish relationships, and define opportunities 

· Conduct and/or participate in community service activities (and associated marketing and promotion of such)

Customer service

· Handle and resolve customer service complaints

· Streamline and enhance the customer service process

· Design, administer, and analyze a customer satisfaction survey 

· Make recommendations to improve the customer experience 

· Implement recommendations

Database management/client management

· Research database management/client management system(s)

· Create and update database management/client management system(s)

· Add new contacts and customers to the system(s)

· Streamline the system(s) to fit the needs of you and your company/organization

· Automate the system(s) as much as possible and create a company-wide process for using and managing the database.

· Help and train all members of the company to use the system(s) effectively 

· Back-up the system(s)

Email newsletter

· Write or ghostwrite your email newsletter

· Proofread your email newsletter

· Proofread , check links, pictures, formatting for email newsletter

· Format your email newsletter for broadcast using email marketing system (Constant

· Contact, Aweber etc.)

· Submit your email newsletter with online directories

· Contact other subject-related list owners to inquire about mutual cross-promotion

· Send your email newsletter

· Add tracking links within the email newsletter to track clickthroughs and conversion of sales versus click-throughs etc.

· Contact joint venture partners to request article/other content for the email newsletter

Email communications

· Write or ghostwrite your autoresponder messages

· Send out email broadcasts to your colleagues, client, customers, and business network 

· Respond to email inquiries on your behalf

· Filter your emails to only those that are important to you

· Reduce spam mail

· Set up auto-reply, signatures and templates for common responses

· Scan and save attachments in file system

Event management

· Plan and coordinate event(s)

· Research locations, facilities, food, and other vendors

· Create and execute the marketing plan for the event(s)

· Design the marketing materials for the event(s)

· Process contracts and payments

· Make appropriate arrangements for copying and shipping of presentation materials

· Provide location directions to registrants

· Research local media outlets in event location - radio, television, newspaper – collecting appropriate names, contact information, preferred method of how to receive press release

· Research and hire an event planning company

· Oversee and manage the event(s)

· Study how to make the event(s) more profitable and productive 99. Create a systematized “process” to plan and execute future events

Finance

· Research and apply for grants and other “free money” opportunities

· Research and apply for loans and credit 

· Prepare financial documents for various purposes 

· Conduct a financial analysis to reduce waste and expenses and increase income and profits 

· Monitor interest rates on deposits and on loans/credit 

· Study cash flow trends and make recommendations for improved cash flow 

Fundraising

· Brainstorm new fundraising ideas 

· Research and identify prospective new donors 

· Enhance current donor campaigns 

· Create new donor campaigns 

· Conduct a study for a major capital campaign 

· Create the marketing plan for a major capital campaign 

· Research and review fundraising consultants 

· Prepare capital campaign materials – brochures, payment cards, etc. 

· Marketing and publicity for fundraising initiatives 

Green

· Do a green audit of your business or organization 

· Make recommendations of how to green up your business 

· Implement the green recommendations 

· Graphic design

· Create graphics, logos, and other materials 

· Edit or change existing logos or graphics to suit new products or services 

· Create presentation slide templates 

· Create multiple versions and sizes of graphics for print, web, and other uses 

Human resources

· Compensation analysis 

· Create job descriptions 

· Post jobs online and offline 

· Field job applications, schedule interviews, create offer packages 

· Formalize company policies and procedures 

· Create or update the company handbook 

· Research health plans and retirement plans 

· Analyze usage of sick days and vacation days 

· Create and conduct an employee satisfaction survey 

· Develop an employee appreciation program 

Insurance

· Analyze company insurance policies for adequate coverage 

· Research insurance plans and pricing 

Intern/volunteer coordinator

· Identify internship and volunteer projects

· Create internship descriptions and marketing packages for schools 

· Make key contacts at area schools, send packages, and follow up 

· Screen applications and interview applicants 

· Train new interns and volunteers 

· Schedule and manage new interns and volunteers 

Internet marketing

· Write web copy 

· Develop sales pages for products and services 

· Manage pay-per-click campaigns 

· Research internet marketing opportunities 

· Study internet marketing efficacy 

· Develop an internet marketing strategy 

· Implement an internet marketing strategy 

· Research online vendors 

· Performs keyword research 

· Optimizes your web site pages for search engine traffic 

· Submits the URL, keywords and description to search engines and online directories 

Inventory management

· Study existing inventory management 

· Make recommendations to inventory management 

· Implement recommendations 

Joint ventures

· Research joint venture partners 

· Research where your niche market "hangs out" on the internet 

· Connect with joint venture partners to assist in the promotion 

Legal

· Create and customize contracts (with legal counsel) 

· Legal research 

Law compliance

· Trademark applications 

· Copyright submissions 

· Patent applications 

· Court preparation 

Mailings

· Design flyers, postcards, newsletters, and other mailings 

· Research mail service companies 

· Create mailing labels from a database 

· Prepare and send a mailing 

· Analyze mailing effectiveness and return on investment 

Marketing

· Create a new marketing plan or update an old one 

· Implement marketing strategies 

· Research competitor product and service offerings and pricing 

· Research and identify new marketing opportunities, including strategic partnerships and joint marketing initiatives with other companies and organizations 

Marketing materials

· Design and write brochures, business cards, and other marketing pieces 

· Price out paper and printing costs 

· Place the order and follow up 

Market research

· Research online groups for your target market 

· Sign up, receive, review and response (where appropriate) to online group 

· messages with specific content 

· Research other places where your target market "hangs out" - both online and offline 

Membership programs

· Develop tutorials and "how to" messages for new members 

· Post content after webinars, teleclasses, or just because 

· Share news with members via email and blog posts 

· Set up your payment system 

· Brainstorm upsells, cross promotion, and affiliate promotion to members 

· Communicate with members about upcoming events and promotions 

· Manage customer support for your membership group 

Networking

· Go to networking events to “work the room” and promote your products and services 

· Identify and register you for networking events Introduce members of your network to each other 

Organization

· Organize your office 

· Organize your computer 

· Organize your files 

· Organize your calendar 

· Organize your car 

Payroll

· Research payroll companies and systems 

· Develop and streamline payroll process 

· Handle certain aspects of payroll (i.e. Making sure timesheets are collected) 

Pricing and promotions

· Study pricing strategies

· Brainstorm and design promotions 

· Implement promotions 

· Presentations Write and develop presentations 

· Turn presentations into power point 

· Jazz up presentations with graphs, charts, photos, etc. 

· Create complimentary hand-out materials 

· Give the presentation! 

· Take photographs of the presentation for future marketing opportunities 

Press /media management

· Write press releases 

· Submit press releases to online and offline sources 

· Create a press kit and/or press page on your website 

· Contact and follow up with the media to get stories and articles to run 

· Set up and manage media interviews 

· Maintain a press book – clippings and links to all press for your organization 

· Research new media opportunities 

· Book television and radio guest spots 

Product and service delivery

· Work directly on client projects 

· Study and improve product and service delivery 

· Analyze packaging and shipping options for best service and monetary savings 

· Research best products/best prices/best vendors to work with 

· Set up new products in your shopping cart and link them appropriately to your website 

· Set up electronic products to be delivered electronically once paid for by the customer 

· Assist in drafting text for thank you webpage where people will be directed to once they purchase a product 

· Draft and implement autoresponder(s) for each product for sale 

· Submit product orders for fulfillment 

· Prepare certificates for participants completing a program 

· Product and service development

· Connect with graphic designer to create appropriate image for product (ebook cover etc.) 

· Research and set up fulfillment house for shipping of products 

· Research copywriters, book editors, book publishers, graphic designers 

· Research the market for new opportunities 

· Create a completely new product or service 

· Extend a current product or service line with complementary products and services 

· Enhance an existing product or service to make it better, more appealing, more salable 

· Find new markets for an existing product or service 

· Find products and services of others that complement yours – joint marketing. 

· Create salable information products from existing materials, products, or services 

Purchasing

· Research products, services, vendors, and pricing 

· Manage purchasing for optimal cash flow and inventory constraints 

· Create a smooth purchasing system 

Quality assurance

· Review products and services for quality 

· Make recommendations for improved quality 

Sales

· Study and enhance the sales process 

· Identify new, prospective clients and customers 

· Improve the sales cycle 

· Maintain communications with prospective customers to deepen relationship 

· Send out samples and follow-up 

· Set up sales meetings 

· Create and send out contracts and follow-up 

Social media

· Research social media outlets (LinkedIn, Facebook, MySpace, others...) that are relevant and worthwhile for your company 

· Create and manage your company’s profile and presence on social media sites 

· Pre-screen and accept new contact requests 

· Send targeted contact requests on your behalf 

· Send pre-approved comments on your behalf 

· Manage your social calendar (update, announce & send invitations) 

· Update your daily status Look for high visibility opportunities within social media outlets 

· Integrate social media tools into one platform (like hootsuite.com) for easy review, posting and adding friends/connections 

· Join and participate in social media groups, forums and pages 

· Connect with existing contacts on social media outlets 

Speaking

· Create a feedback form to use at the presentation 

· Follow up with presentation attendees after event 

· Enter new leads into the main database 

· Follow up with presentation attendees by phone to tell them about the products/services they expressed interest in 

· Research speaking venues and opportunities 

· Create a speaking marketing package 

· Send the speaking marketing package to appropriate contacts 

· Follow up and book speaking engagements 

· Develop speaking themes and concepts and write scripts 

· Create presentations and hand-out materials 

· Be “the audience” during practice run-throughs and provide feedback 

· Assist at the talk with equipment set up

· Assist with booking other talks 

· Film your talk to create salable products and marketing material 

· Manage registration table, mailing list sign ups, and check in attendees 

· Manage "back of the room" table and process purchases 

Systems and technology

· Research hardware and software 

· Plan your technology and systems needs 

· Research, price out, and order equipment 

· Set up equipment and get it working 

· Learn new software programs and train you how to use them 

Taxes

· Research potential new tax deductions 

· File all tax forms: sales, entity, payroll, income, etc. 

Trade shows

· Research trade show opportunities 

· Coordinate trade show logistics 

· Design booth and order booth materials 

· Design product and service positioning and presentation 

· Set up and manage the booth at the trade show 

· Create interesting trade show promotions to drive booth traffic and sales 

Virtual assistance

· Attend meetings with you and note important action items and decisions 

· Prepare meeting notes 

· Manage your email subscription list 

· Send out email communications, including e-newsletters and broadcasts 

· Set up and write autoresponder messages 

· Create sign up forms for autoresponders on your website 

· Set up conference call lines and recordings 

· Transcribe audio recordings to written form 

· Travel arrangements – book airfare, hotel, car, and other arrangements 

· Online shopping cart and merchant account set up and management 

· Online shopping cart customization including adding your logo, colors, contact details etc. 

· Check and respond to voicemail messages 

· Remind you of important dates/deadlines 

· Set up online calendars and appointment scheduling 

· Schedule, reschedule, and confirm appointments 

· Prepare directions for offsite meetings 

· Manage pre-vacation tasks - setting up out-of-office messages, temporary voicemail messages 

Web design and maintenance

· Plan new websites

· Create new websites 

· Update website with new, current information 

· Redesign website – new look, new layout 

· Google analytics – research and analyze web traffic stats 

· Review website monthly to check for broken links, old data 

· Arrange link exchange with similar sites or partner sites 

Writing

· Write or ghostwrite articles 

· List articles in online article directories 

· Ghostwrite a column in the local paper 

· Solicit writing opportunities with online and offline publications 

· Create white papers and special reports for the website 

· Edit all written communications 

Personal Outsourcing (Freeing Up Personal Time To Be Able To Work More Efficiently)

· Travel Planning
· Lawn/Yard work
· Pool Service
· Housekeeper
· Bookkeeper
· CPA
· Taxes
· Financial Planner
· Babysitter
· Tutor for Kids

Tasks Specific to Your Industry, Profession, Business, or Organization (fill in the blanks):

You can use these questions to jumpstart your thinking for any missing opportunities:

· What tasks will save me the most time and money if I give them to an intern? Is there anything I’m currently paying an outside vendor or contractor to do that an intern could do for less? 

· What projects, if handled by an intern, will make me more money than I’m making right now? 

· What tasks make the biggest impact in my business today? 

· What tasks will catapult my business to the next level in the next 1 to 3 months? 

· What tasks or backburner projects have been on my mind for a long time, but I just don’t have time to get to them? 

· What tasks absolutely must be done to keep my business healthy, but I hate to do them, or they take time away from money-producing activities I could be doing instead? 

· What tasks are the easiest for me to explain to an intern to take over with minimal oversight and direction on my part? 

· What are low-risk tasks that I can test out with my first intern?

Step 2: Outsourcing Priority

Now that you've got a complete (don't let it scare you list) of what you like, don't like, know how to do, and don't know how to do, you're ready to decide what takes priority as you start (or continue) outsourcing.

Deciding what tasks you should outsource is something that is unique to each person. So get the best results you can follow the steps below.

List the different tasks from the above section (answers to questions 2,3,4, & 5) under each category above and put them into the appropriate box.

	Know How to Do

(the ones you circled)

	Like to Do

(the tasks you starred)



	Don't Know How to Do

(the tasks you highlighted)

	Would Rather Not Do

(the tasks you underlined)
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Then look at each box this way. This helps you quickly identify what your outsourcing priorities would be.

	Outsource Third


	Keep



	Outsource First


	Outsource Second
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