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CONDENSED NOTES & KEY TAKEAWAYS

[Smack Happy] How would you go about figuring out what to 
delegate? Or figure out what is “delegatable”?  

START WITH YOUR TO-DO LIST

[Laura] The simplest way to start is to simply look at your to-do 
list and figure out the things you don’t want to do or that im-
mediately someone else could do. Could the tasks on your list 
be easily transferable? Therefore, you can have someone else 
do it. That is the easiest, low-hanging fruit to figure out. Just 
look at your to-do list right now, and see what are the things 
you could have someone else do. Think, “What’s outside my 
zone of genius.” If you can’t immediately delegate it, read on...

GET IT OUT OF YOUR HEAD, AND ON PAPER

If you can’t immediate delegate the task, you could benefit by 
creating a system. Some business owners struggle to let go of 
things because you may be thinking, “Well they could do this, 
but how to do it is in my head.” How do you get it out of your 
head so that someone else could do it? Building systems can 
really help with this. Tasks become more delagatable if they’re 
a part of a system in that it becomes out of your head and is 
more of a step-by-step process to get a task done.

GOING FROM ONE HAT TO ANOTHER

Something that can help you go from wearing one hat to an-
other is organizing your work week so that you dedicate your 
time throughout the week specifically to different things. Like 
only doing meetings on Mondays and Thursdays, for example.  
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Laura Renner, founder of Freedom Makers, a com-
pany that helps military spouses with virtual assistant 
positions, thereby helping small businesses with 
there overflow. 

SYSTEMATIZE

If you’re juggling a lot between your work life and personal 
life, it could really benefit your time management and pro-
ductivity to systematize. For example, if you set your work 
meeting days to say Tuesday and Wednesday, that becomes 
the rule in the family. So, no doctors appointments on that 
day or someone else has to pick up the kids or walk the 
dogs. The rules become part of your system to help make 
your life more organized and easier to do on a daily basis. 
So setting expectations is something that is key here.

Tackle this little pieces at a time. This shouldn’t feel over-
whelming. There are three components to building systems:

1. Trigger - This is a key component that tends to be missing 
in a lot of systems. Think about what causes that system to 
go into action. Think about what action needs to take place.

2. Tools - This is the software, rules, and paramaters need-
ed to make the trigger move into action.

3. Action - What are the steps of the system?

Check out this short clip for more about 
delegation OR listen/watch the full Video-
cast and learn more about building systems, 
levels of delegation, and exploring your 
expectations.


