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What’s taking up your time?


What’s causing you stress?


What’s holding back performance?



How to free up time?


How to reduce stress?


How to unlock performance?



In theory, we 
already know the 
answer…
Document your processes, 
so they can be delegated 
and improved upon. 









In this session, you are going to learn how to:

1. Free up 15+ hours/week by making delegation quick and easy  
How to quickly solve some immediate pains, free up 15+ hours /week (and 
make sure that documentation efforts always give a ROI in 1-3 weeks)


2. Onboard team members in days rather than months   
How to get new team members up-to-speed and performing well in days 
rather than months, whilst saving managers 60-200 hours per hire


3. Make processes and onboarding easy to manage and scale 
How to empower your team to spot issues, improve processes, and stop 
guidance going stale… even if you are out of the business for 6+ weeks
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Service providers Construction & Retail Online & Manufacturing

Education & Memberships Coaches & Consultants
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1Free up 15+ hours/
week by making 
delegation quick 
and easy
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Daily Weekly Fortnightly Monthly

What activities do you spend most of your 
time on?

Send quotes to 
customers

Conduct 1-2-1 
meetings with team

Make payments to 
suppliers Pay employees

Chase payments on 
invoices

Conduct discovery 
calls with customers

Schedule social 
media posts

Follow up leads in 
our pipeline

We identified ONE activity 
that he was spending 3 

hours per day on  
(15 hours per week!)



I’ll show you how I 
did this live on the 
call, using 
AirManual
(Of course ;)



We summarized the 
process and context to 

make it clear when it 
should be used, and 
what matters most

We added high-level 
steps to make it easy 

to follow



We added warnings to 
prevent common or 

high impact mistakes

Add explanations and 
screenshots to explain 

tricky bits

We added 
explanations and 

screenshots to explain 
tricky bits and logic



On a follow-up call with 
his team, we handed over 
to his Account Managers 
who could then ‘Use’ the 

checklist…



They found it easy 
to follow the steps

…and to capture 
data to refer to 

later



Which made it easy 
for people to pick up 
where they left off, or 
see any missed steps



AND… Huge potential to 
save even more time!!



How to quickly solve some 
immediate pains, free up 15+ 
hours /week (and make sure 
that documentation efforts 
always give a ROI in 1-3 
weeks)

Free up 15+ hours/
week by making 
delegation quick 
and easy



2Onboard team 
members in days 
rather than months  











3Make processes and 
onboarding easy to 
manage and scale



— Peter Drucker

“No institution can possibly survive if it needs 
geniuses or superhumans to manage it. It 
must be organized in such a way as to be 
able to get along under a leadership 
composed of average human beings.”







Every team has a folder 
that they own and can 
keep their processes 

in… even if it starts off 
empty!



They should be able to 
create placeholders for 
processes they need / 

or link to what they 
already have

We create placeholders 
for processes we need 

or link to what we 
already have







…and see who is 
responsible for each 

activity…

…and who else is 
able to do it if the 
process owner is 

unavailable!

I can start managing 
what’s overdue…



By using 
placeholders we can 

track processes, even 
if the checklist hasn’t 

been detailed yet





Make processes and 
onboarding easy to 
manage and scale
How to empower your team 
to spot issues, improve 
processes, and stop 
guidance going stale… even 
if you are out of the business 
for 6+ weeks



How many of you 
are excited and 
ready to apply this 
to your business?



Free guide and call 
with an expert

https://airmanual.link/
CFO23A



“This is so helpful... I mean it’s all 
such a mess in my head and you’ve 

taken it out of my head and it’s 
brilliant... I feel like we’re getting 

somewhere.”

“I always feel busy IN the business, 
and struggle to find time to work 

ON it. Having these calls has been 
really useful — we’ve created 

processes that I can now push 
out.”

“I tend to be a bit overcomplicated 
in the way I explain things 

sometimes, whereas AirManual 
breaks it down and makes it much 
more of a team participation thing 
rather than just me barking how I 

want things to be done.”

“It would be silly not to move 
everything into AirManual because 

it’s so easy to use...”

“I can’t believe all we’ve done in 
such a small amount of time”

“Very intuitive and I like the simple 
design and I like the flexibility of it.”

“The tool is really easy to use and 
intuitive.”

“The biggest value for us has been 
working with somebody and having 

deadlines where I’ve got to get 
something done, or as much as I 

can before we next meet again — I 
don’t think I’d have done this had I 
not gone through it with you guys.”

“I’m so pleased you encouraged 
me to do this with you. I was 
initially resistant at the start, 

thinking it wouldn’t be helpful, but I 
couldn’t see my own blindspots.”




