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Every  business,  no matter how large or small ,  has

regular business processes to manage. These are

everyday tasks l ike submitting invoices,  writ ing,  and

publishing blog posts and answering customer queries.

Even a freelancer or solo entrepreneur has to have

established workflows to get everything done eff iciently.

Sometimes these processes need to be improved and

tightened up. 

 

You may not realize it ,  but you may be wasting

resources.  Money,  t ime, and labor might be spil l ing out

here and there.  You may f ind yourself  bogged down in

the mundane daily tasks that keep you from getting

more important work done. The result is  that you're

earning less than you should be.  Ineff icient processes

can also hurt your customer service,  company culture,

and stress level .

 

Businesses regularly revisit  these processes and look for

ways of improving them for better eff iciency.  They take

one task and use a system for analyzing the process,

identifying problems, and implementing solutions.

Improvements happen one task at a t ime rather than in

one massive overhaul of the company operations.  

 

Here is an outl ine of the f ive-step process you should be

using on a regular basis to streamline your own

business.
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Customer service and support

Product development

Sales processes

Recruiting employees

Online or off l ine marketing

Management of staff

Accounting and managing cash f low

The f irst step is to identify the areas where your

business is struggling. You might already have a

good idea of some task that needs streamlining.

Business processes can involve many areas such

as:

There may be a particular task that seems to put

a drain on your resources and doesn't deliver

much in the way of results .  I f  you think about it

now, you may already be able to identify an

inefficient and wasteful task.  

1. Identify a
Business Process
to SimplifyS
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When considering tasks to streamline,

you should also consider that some tasks

simply can't be cut.  For example,  you

may f ind that you need al l  of  the time

and resources it  takes to write your blog.

You can't outsource to someone else with

a different voice and different ideas.  In

this case,  you might decide that you can

do nothing, and so f ind other ways to

make the most of your efforts.

S
tre

a
m

lin
e

 &
 S

im
p

lify

Time-consuming tasks.  Monitor your workday to discover

the tasks that are putting the greatest strain on your t ime.

Highest impact or most important tasks.  Which task makes

the biggest difference in your business? Streamlining this

task wil l  l ikely have a major impact on everything else you

do.

The most expensive tasks.  Look at tasks where you invest a

great deal of money but don't see the ROI you'd l ike to.

If  nothing springs to mind, here are a few things to look for :
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Once you've identif ied a process to be

simplif ied,  map it  out.  Create a visual

workflow from start to f inish so that you can

see the task in big-picture form at a glance.

A f lowchart is  a good way to do this ,  but a

bullet point l ist  of tasks wil l  do as well .  We

don't want to overcomplicate our

simplif ication process!  

Include in detail  every single step along the

way to getting this task completed, and

note what resources you use at each step,

including human resources.  Document

every detail ,  action,  and decision.
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Opening last month's invoice (Word version)

Saving as a new fi le

Changing date

Erasing last month's details

Adding this month's details

Calculating total

Double-checking name, address,  and other details

Converting to PDF

Sending to cl ient

It 's  important for each step to be detailed and specif ic because

this is  where you'l l  f ind something to trim. For example,  i f  you've

chosen invoice submissions,  your f low might look something l ike

this:

 

 

At this stage, it 's  good also to identify the goal of the task.

Sometimes keeping the goal in mind helps you see steps that you

can cut.  There might be a step that doesn't help in attaining the

goal .  

 

Enlist your employees to help you outl ine your tasks,  especial ly i f

they're in charge of carrying it  out.  I f  they're performing the task

on a day-to-day basis ,  they' l l  be better able than you at outl ining

the specif ic steps in detail .
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Now, look at your detailed steps and f ind areas that can

be removed, t ightened up or improved. I f  something

doesn't immediately jump out at you, look for :

Bottlenecks .  Some area of the workflow where work piles

up and so stopping the eff icient f low of other work.  An

example of this would be an inbox that pi les up so that

you spend too much time dealing with emails to answer

new ones.

Communication Relays.  You might lose time with relaying

information.  For example,  you have a customer service

call  center where the person answering the phone has to

enter the issue into a database,  contact the appropriate

special ist ,  send the information to the special ist ,  receive

the answer from the special ist ,  and so on.  Avoid these

delays by creating a system where special ists get

automated alerts when issues are needing their attention.

3. Analyze Your Workflow 
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Confusion.  Look for any part of the

process that's not clear,  i l l -

defined, or confusing. The problem

could be a part of the task where

you or your employees are getting

caught up due to lack of

understanding. 

Lack of Visibil ity.  There may be a

task where Management or others

who might have an interest in the

task can't see what's going on.

They can't view the processes'

status or progress.  They may not

have a clear idea of how they're

performing overall .  

Integration Issues.  Sometimes,  the

technology behind a process

doesn't integrate well  with

existing systems. The lack of

integration can cause

communication problems and

malfunctions.  For example,  you

may have two computer systems

that can't talk to each other.  The

resultant problems mean that your

employees have to take up the

slack.  

High Costs.  Look at tasks or steps

where the cost is  high. Look at the

cost and compare it  with the

results you see from the task.

S
tre

a
m

lin
e

 &
 S

im
p

lify

7.



Delays.  Look for areas in your business

operations where there are typically delays.

If  you have delays,  there's a good chance

that things need changing. The important

thing is to ask why there is a delay

happening. 

Missing Steps.  Although we're simplifying,

you might f ind where crucial  steps are

missing. When steps are missing, you're

expecting your staff  to make snap decisions

they may not be prepared to make, and this

can lead to ineff iciency.  

Disordered Steps.  Once you lay out the

steps,  you might f ind that they're not in

order,  or that a different sequence may be

more logical and eff icient.  

Again,  enlist your employees to help you

identify problems, especial ly i f  they're

involved in the task.
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4. Redesign the Process
for Better Efficiency
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Removing duplicate tasks

Widening bottlenecks

Saving on costs

Cutting down on time

Delegating tasks

Automating tasks or parts of tasks

Starting again with the goal of the task,  redesign it  so that it

removes the problems you identif ied in the last step.

Focus on:
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Consider how the change you're making wil l  affect other parts of

the task.  For example,  widening a bottleneck might cause another

bottleneck to occur.  Or it  might add more work down the l ine.  I f

you make any changes,  put a plan in place for dealing with issues

created in other tasks.

 

Also,  keep in mind that any of the above changes could

inadvertently result in worse eff iciency or more problems. For

example,  i f  you choose to outsource,  you'l l  now need a process in

place for outsourcing. The same goes with automation. Automation

can lead to another ineff icient process showing up which could

make the overall  task more complicated. 
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Once your team has agreed on a change, you need to create a new

diagram or f lowchart of the task incorporating the change. Write each

step and al l  details in as concise a way as possible.  Make sure the

wording is clear and ask your staff  or someone else to see if  everything

is easy to understand. Clarify what resources you need at each step and

design them in such a way that the oversight of a supervisor isn't

necessary.

The new process needs to be one that is easy for anyone to teach. You'l l

need your employees to learn the new process,  and it  also helps if  they

can train other employees.  The point is to simplify ,  so make the new

process simple as well .
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5. Test Thoroughly
and Implement
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Start with a tr ial  period.  You've made some

changes,  and you're going to try them out.

Things may be shaky for a while.  You now

have new processes to deal with,  so there wil l

be kinks you didn't anticipate,  but you should

see things coming together.

If  you've implemented a change and it  doesn't

seem to be working out,  you might want to go

back to the fourth step and repeat.  Although

you tried to anticipate any problems the

change might create,  possibly it 's  created

issues that make the task less eff icient than it

was before.  I f  this is  the case,  you should

either rethink your change or go back to the

third step and try to solve the problem again.
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Make sure that you communicate

the changes clearly and

thoroughly to everyone involved.

Also,  ask them to communicate

with you if  there are any

problems with the new process

and seek their feedback. 

When there are changes to

working processes,  there is often

resistance on the part of

employees.  Be prepared for this .

Hold meetings and air  opinions.

Try to explain to those who resist

why you're implementing the

changes and what the benefits

are for them. You might want to

schedule regular meetings to

follow up on the changes for

several  weeks or months

(depending on how big the

changes are) .  
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Once you've implemented changes for one task,

it 's  t ime to start thinking about the next.  This

continual progression is how long-lasting

changes get made. Businesses tackle one

process after another,  taking al l  of  the time

necessary for each to make sure it 's  running

smoothly.  Pretty soon, you'l l  f ind that you have

more time, energy,  room for creative work,  and

cost savings.

 

This short guide just outl ines the basics of this

process.  I f  you want to know more about the

step-by-step process along with tips,  strategies,

examples,  and extras to streamline and simplify

your business,  book a free 20-minute

consultation call  here:
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The Anatomy of a Perfect Business Process

A good business 

process is 

simple. It has all 

of the necessary 

details but 

nothing more.

Provide some 

context so that the 

person performing 

the task 

understands how it 

fits into your 

business overall. 

Each process 

should have no 

more than 10 

steps. If there 

are more, break 

it up into two 

processes. 

Keep the wording 

clear, 

conversational, 

and easy to 

understand. Avoid 

jargon, technical 

terms, or overly 

formal language. 

Tell the 

person 

what to 

do, not 

what NOT 

to do.

Provide 

timelines and 

quality 

expectations 

wherever it's 

appropriate. 

Processes 

should be 

written so that 

there is no 

need or little 

need to work 

with a 

supervisor.

Use 

templates to 

craft your 

business 

processes so 

that they're 

consistent. 

Include visuals 

and other 

multimedia if it 

makes 

understanding 

easier.

https://marcisanders.com/
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