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Limits of Liability and Disclaimer of Warranty  
The author and publisher shall not be liable for your misuse of this 
material. This book is strictly for informational and educational purposes.  
  
 
 
Warning – Disclaimer  
The purpose of this book is to educate and entertain. The author and/or 
publisher do not guarantee that anyone following these techniques, 
suggestions, tips, ideas or strategies will become successful. The author 
and/or publisher shall have neither liability nor responsibility to anyone with 
respect to any loss or damage caused, or alleged to be caused, directly or 
indirectly by the information contained in this book 
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Outsource 
 
Even after you've reined in all your time wasters, there may be more you 
can do to streamline your schedule. Perhaps there are things you shouldn't 
be doing at all?  Jack Welch (Chairman and CEO of General Electric 
between 1981 and 2001) didn't empty the trash cans at GE. Steve Jobs 
(co-founder, chairman, and chief executive officer of Apple Inc) didn't 
answer all of Apple's emails. And I bet Meg Whitman (President and Chief 
Executive Officer of eBay from 1998 to 2008) never wrote a single piece of 
code for eBay. Instead, these high-flying execs knew that in order to take 
their companies to the top, they needed to delegate and outsource. 

  
You know it’s time to outsource when: 
 
[  ] You’re burned out from working too many hours a day and too many 

days a week 
[  ] You feel like you can’t take time away from your business and you don’t 

(and friends and family are noticing this too) 
[  ] You are spending less time on your core revenue generating and 

business building tasks and it’s costing you money 
[  ] Key administrative functions that keep your business running are not 

getting completed 
 
If this sounds like you then it’s time to hire someone. Put simply, if you try 
to do it all yourself, your head is going to explode. Why not accept that fact 
upfront and consistently focus on the parts of your business where you 
bring the greatest value?  But first it’s important to get clear about what you 
need help with.  
 
Do outsource: 

 The work that supports and builds ongoing relationships with your 
clients 

 The back end work that contributes to the growth of your business, 
generates profits and passive streams of income 
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Some examples of these tasks are: 
 Newsletter creation i.e. the formatting, set up and distribution; you 

supply the content 
 Setting up and managing your shopping cart i.e. putting ‘buy’ buttons 

on your web site 
 Creating/Managing your website 
 Posting to your blog 
 Handling customer support 
 Article submissions 
 Graphic design 

 
As the business owner, you should continue to: 

 Do the things that will help grow your business and the things you 
enjoy 

 Speak with potential clients, attend networking events 
 Plan and create your next product or service 

 
Let's take a look at the ways you need to let go and start outsourcing or 
delegating tasks. 
 
Though delegating will save you tons of stress in the long term, in the short 
term it can be a little anxiety-producing. Here are some tips if you're just 
starting down the delegation path: 
 
Choose time limited tasks. 
 
The best jobs to start delegating are those that have a concrete beginning 
and end. Start with tasks that you could easily create a checklist for and 
that have a start-to-finish quality.  
 
Set measurable goals. 
 
Define what “completion” looks like for you, and share that picture with the 
person to which you've chosen to delegate the task. The more specific you 
are in the end result you desire, the more likely it is that your helper will do 
a satisfactory job.  
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How do you know if outsourcing makes financial sense? 
 
You can determine what your hourly rate would be by dividing your 
monthly profits by the number of hours worked and compare that to the 
rate that you would be paying to outsource. Remember that it may take 
you twice as long as a Virtual Assistant to complete some of the tasks that 
you want to outsource. 
 
What do I do next? 
 
Now that you know what your needs are you can start looking for a 
reputable assistant. Someone who will become a partner in your success 
and someone you will work with long term for a mutually beneficial working 
relationship. You may want to check with fellow business owners you know 
and respect for referrals. Do any clients or colleagues know of someone 
who might be able to help? You can also find assistants through Virtual 
Assistant associations, forums and social media sites. 
 
Focus on the outcome, not on the process. 
 
One of the biggest mistakes business owners make when they delegate is 
they micromanage the process. Every step of the way, they're looking over 
the helper's shoulder, making sure everything is done “right.” This is going 
to cause multiple problems and is just so WRONG. Worry less about HOW 
the work is getting done and focus on the end result. You're not saving 
time if you're managing every step of the process. Remember, you're 
trying to make less work for yourself, not more. Trust your judgment – you 
chose someone you could depend on, so now depend on them. 
  
Focus on “good enough” not “perfection.” 
 
This is a tough one for work-at-home entrepreneurs, who tend to be of the 
“If you want something done right, you've got to do it yourself,” school of 
thought. To save yourself time and stress, you've got to let go of that 
expectation. Some jobs don't need to be done perfectly – it's fine if it's just 
done at all!  
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Evaluate the efforts and fine tune as necessary. 
 
There's always room for improvement – on both sides! Ask your assistant 
where you could have done a more effective job and be open to her 
suggestions. Then if you see some ways she could work more effectively, 
suggest them in a constructive manner. Make sure your review of the 
process is OUTCOME related, not PROCESS related. You're worried 
about the bottom line here! 
 
You need to be willing to let go of the control and give them your trust. 
After the initial learning curve your assistant will know your business well 
enough to work proactively with little or no direction from you. When you 
outsource and stop trying to do it all yourself, you’ll have the potential to 
become more productive, offer more services, increase revenue and grow 
your business to become more profitable. 
 
Now that you've gotten over the fact that you can't do it all and are 
delegating some tasks, you've got a few minutes to breathe deep and take 
a look at yourself. Have you been eating right and exercising?  Are you 
sleeping well? Do you take any time at all for yourself? Perhaps you never 
thought you had the time to take care of yourself. Maybe you never 
thought it was important to take care of yourself. 
 
That's all going to change. You have a lot to lose if you don't take care of 
YOU first and foremost.  Let's explore the reasons why and the ways how 
you can start on a path to better overall health and fitness. 
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Take Care Of You 
 
Your business can be operating like a well-oiled machine, but if you're not 
taking care of yourself, you're going to be stressed out. It's ironic that when 
things are going really well, we typically end up spending MORE hours on 
our jobs because we're just having so much fun and we're seeing all the 
fantastic benefits of hard work. 
 
To be a healthy person, you need to be a well-rounded person. Here are a 
handful of tips to make sure your business isn't taking over your life at the 
expense of your health and well-being: 
 
Get a hobby. 
 
You will probably laugh at this, thinking you don't have time for a hobby. 
But the truth is, you don't have time NOT to have a hobby! Whether it's 
knitting, canoeing, genealogy, cooking, or grooming llamas, you need 
something that will provide balance to your life. There will be days when 
the business side of things isn't going so well, and you will need an 
escape. Get a hobby before you're forced to find one. 
 
Get physical. 
 
You've heard it before and you'll hear it again - regular exercise reduces 
anxiety, combats obesity, and makes you a nicer person to be around. If 
you are sitting on your rear in front of the computer most of the day, you 
have to find some way to move your body on a regular basis. It can be as 
simple as a 15 minute walk first thing in the morning, or as intense as a 2 
hour gym workout. Just choose one and do it. 
 
Get some rest. 
 
I'm willing to bet that at least once in the past month, you've found yourself 
up way too late, finishing one last work project, answering one more email, 
or putting the finishing touches on one last product. On an occasional 
basis, these nocturnal escapades are no big deal, but burn the midnight oil 
night after night after night, and you're frying yourself. Not only does sleep 
deprivation make you anxious, edgy and unable to think clearly, it also 
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makes it harder for you to work at peak efficiency. Set a bedtime, and stick 
to it. 
 
Connect. 
 
Connecting with those around you is critical to minimizing your stress. At 
the end of your life, you're going to be worried more about the people you 
love and less about the business you created. Show your family and 
friends how important they are to you NOW by giving them their rightful 
share of your time. The bonus? It will calm your anxiety when you know 
you're investing time where it's going to matter most throughout your 
lifetime. 
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You realize that it is no longer possible to do it all and still grow your 
business and maintain your sanity.  Now that you are getting clearer on 
what you need help with, complete the exercise below. 
 

Determine one activity you can delegate or outsource. 

 

 

 

 

Ask for referrals from clients or colleagues to outsource this work.  List the names and 
contact details of potential help and start making inquiries. 

 

  

  

  

  

  

 

Make commitments to yourself equally as often as you do to others.  List 3 personal 
commitments that involve time spent away from work-related activities.   

 

1. 

 

2. 

 

3. 
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Coming Up Next... 
 
Lesson #6:  In the final lesson we’ll be covering how to connect with the 
world outside of your home office and you'll begin applying the strategies 
and action steps you've learned and the information you've gathered to 
build a customized schedule to help put you on the path to increased 
productivity, less stress and more success. 
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