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How to decide what to Outsource
WORKSHEET

1. What tasks take up too much of your time? 

(Be as specific as you like)

2. What tasks suck your energy or you find yourself procrastinating on?

3. What tasks are operational only (i.e. not strategy)
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Step 1: Brainstorm the answers to these questions.

4. What operational tasks are regular and have a process?
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5. What areas do you feel you are missing the know-how or knowledge, 

 and someone else could it more efficiently? 

NB: You need to think carefully about whether you need to outsource 

these tasks, or fill the knowledge gap yourself

6. Which tasks don't need constant supervision or strategy?
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Step 2: Identify Your Top 3-5

the ones that appear most 

the ones that give you excitement to handover!

They will be a combination of

List your top 3-5.

Now you have a clearer idea of the skills you need to search for.



PAGE 2

WORKSHEET

Now you know what skills you need for your VA, you can consider: 

- Your budget - How many hours a week will they need to do the 

tasks? 

- Which online programs will they need to be proficient in? 

- Where can you find a VA that matches your needs? 

- Which systems do you need to document so that you can train 

them & maintain consistency in your business? 

Set aside time to set them up and train them  (if necessary) so that 

they have time to get to know the process, can get to know you and 

the way you work, and ask any questions. 

Rushing into it with time pressures may cost time and money later! 
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What's the next step?

I'm here to help you! 

I'll send you some tips over the next 
few days to help you keep your 
planning moving along.



Hi! I'm Aerlie 

I'm a Business Designer 
& Systems Strategist. 

I help small business and entrepreneurs design their business 

for growth. 

I'm on a mission to change the way you work so that you're at 

your best - thriving. 

That means you're serving your clients, making money with 

ease, and growing - without burning out. 

 

I specialise in helping you design systems for: 

Productivity 

The Client Journey 

Creating Consistent Content 

Launching & Outsourcing 

 

Book a free systems audit here: 

http://aerliewildy.com/systems-audit
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