
Identifying Inefficiencies
Jot down tasks performed on a:1.
Daily basis
Weekly basis
Monthly basis
Quarterly basis
Annual basis

   2. Prioritize tasks based on: 
Impact on business operations
Level of efficiency
Potential for improvement.

   3. Identify tasks suitable for delegation: 
Repeatable tasks that are easy to do
Tasks that do not require your direct involvement.
Tasks that can be handled by others with appropriate training.

   4. Consider the following questions for each task:
What makes this process inefficient?
How can we make it more productive?
What are the desired outcomes?

   5. Evaluate the importance of each process:
Determine its impact on business goals.
Assess relevance to core business activities.

   6. Identify individuals involved in each task:
Determine who is currently responsible.
Check for any duplication of effort.

   7. Seek input from your team:
Encourage brainstorming.
Gather suggestions for process improvement.

   8. Identify tasks that are often overlooked or neglected:
Consider whether strategic planning is necessary.
Evaluate if fresh ideas are needed to optimize these tasks.

   9. Reflect on weak revenue streams:
identify areas for improvement or elimination.
Determine if any tasks contribute to revenue loss.

 10. Make a comprehensive list of all identified tasks and their respective inefficiencies for further
analysis and action.
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