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1. Audit Your Laundry List. 
a. Make sure you have a comprehensive list of tasks you do 
b. Use Gordon’s as an example and make your own list below
c. [image: ]Put a time allocation on your list. We’ll use this time estimate to track how much time we can save over the next 90 days. 
	YOUR TASK LIST

	
	



2. Audit your list with…
a. A $ or * sign next to high value money making tasks… Such as selling, coaching your team, pricing at good margins, working on the business fixing recurring problems.
b. A tick next to revenue generating tasks… Such as invoicing, working IN the business, on project management, around sites etc. 
c. All other tasks… That don’t collect you cash or revenue quickly and don’t make you lots of money over the mid to long term.
d. Take this last set of tasks (Plus any others) and highlight them as your “Stop Doing List”. You’ll need to post this list to our online community and to your management sheet. 


3. Create your Default Diary…
a. Identify ONE (1) time in the week where you’re going to work on the game plan we set together. 
b. Mark it clearly, and at a time you know you can keep consistent and regular. 
c. Next, list out 2-5 ways you’ll make sure this time stays consistent from telling the team, turning the phone off, making the environment inspiring…
i.   
ii.  
iii.  
iv.  
v. 
4. Publish your default diary…
a. Put it into an online calendar 
b. [image: ]Share it with your team, the TPB Community in the post on Facebook.
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Marketing Time Taken Quantity Surveying Time Taken Design Time Taken 
Website Gordon Quantity takeoff Design brief
Update website Gordon  Pricing Software Site visit
Marketing material Gordon Quotes Site analysis/covenants/etc
Advertising Purchase orders Concept plans
Adwords Variations Grand Design reveal
Graphic Design Backcosting Working drawings
Information Packs drainage plans
Email Newsletter electrical plans
Follow up emails Construction Time Taken elevations
Maintain Database Site setup cross sections



Project Schedules bracing and lintels
Quality control thermal envelope



Sales Time Taken Subcontractor coordination details
Sales enquiries Site safety bathroom plans
Dreams to reality session Job finishing Kitchen design
Show home hosting Site breakdown Colour scheme
Seminars Maintanance Specification selection
Site visits One year follow up Electrical site visit
Contracts Tile site visit
Variations Paint site visit
Service & followup Administration Time Taken Landscape site visit



Account payable
Account receivable
Invoice approval
Management reports
Reception/phones
Builders Site Packs
Client Folders
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Builders Default Diary Example
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