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Are you suffering from CFS (Control Freak Syndrome)?! One of the surest ways to 
become overwhelmed is to try to do everything yourself in your business. If you study 
successful business owners, most of them have not achieved the level of success they 
have by doing it totally alone. You need to know when to ask for support, help and 
guidance. Learn to identify what tasks and responsibilities to let go of, who to delegate 
to (hint: you can delegate to almost anyone, including yourself and your business!), 
how to effectively delegate, and the tools to keep track of the delegation. Walk away 
with a plan to enlist the help of others in your business in a way that makes the 
most sense for your business model, stage, and needs. 

Being a responsible business owner means assessing whether it is time to outsource to 
someone that can do tasks better, faster and smarter, or good enough to allow you to 
focus on your unique strengths. Knowing your strengths and weaknesses also means 
knowing when to shift gears, let go, open up and reach out. Business isn't always 
about adding on. Sometimes it's about stripping down and letting go. Let go to grow!

I. “Control Freak Syndrome”

Goals of this Presentation:

Know 
How failing to delegate may be holding you back
How to assess your delegation style, systems and people
What you need to do to get started and make progress

Do 
Create a Delegation Action Plan 
Use delegation techniques in your professional life (and perhaps your personal life too!)
Tailor the process to match your own unique style, habits & behavior

Feel 
Less overwhelmed 
Empowered to take action
Confident that you can start delegating

Shifting your mindset is a great start, but action must follow. So be open to turning up 
your Action Volume.
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The Entrepreneurial Curse
• Greatest thing about owning your own business is that you are your own boss. 
• Hardest thing about owning your own business is that you are your own boss!
• No accountability except to yourself unless you set up accountability system and 

checks.

The 3 Hats of an Entrepreneur
(The E-Myth Revisited, Michael Gerber) 
• The Technician
• The Entrepreneur
• The Manager
• You start a business to do your “thing” and then realize you are in the business of 

marketing your thing.
• Most people start a business as the technician, and forget about the Entrepreneur and 

the Manager.

Obstacles to Delegation
• Issues of Trust & Control
• Control Freak Syndrome
• Failure to Create Systems 
• Too Busy Working 
• Not Making Time to Delegate - Effective delegation requires sacrificing time in the 

short-run in order to accomplish long-term goals.
• Lack of Affordability/Failure to Invest

Cost-Benefit Analysis of Not Delegating
• Wasting time lost to non-essential functions and areas that do not fall within your 

Unique Areas of Brilliance. 
• Loss of money if you are not the best person to be doing a particular task or if you are 

inefficient. 
• Delegation also includes setting up systems to streamline processes and tasks. 

Delegate Before You NEED to
• Delegate and outsource earlier than you think you need to or have to.
• By the time you desperately need to and have to delegate, you are usually too 

overwhelmed. You’re probably doing way too much yourself!
• While you may like to think it, you are not super woman. You are, however, the creator  

of your own success. And not many success stories were mastered by doing everything 
yourself.

Don’t Go It Alone
• In my mind, one of the sure fire ways of creating a thriving professional and personal 

life is to become a master delegator!
• While it’s really important to understand all facets of your business, there is no reason 

why you need to continue trying to do them all yourself once you’ve figured out which 
ones you are the best at.  So long as you have a grasp of what’s involved in each area, 
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you really should be stepping back and assigning those non-critical but still important 
tasks to others.

• From a personal standpoint in my business, it’s taken me way too long to recognize 
how important it is to build a team of people around me who I trust, that can take on 
the work I’m burdened with, and do it better than I can. 

• I delegated freely and effectively when I was practicing law. But once I became an 
entrepreneur, I held on too tightly. It wasn’t until I let go that my business was able to 
really take off and grow. 

• So my mantra has become = Let Go to Grow!

Overview: Style, Systems, People

II. Style
Style = productivity style, learning style, communication style

Best delegators are people who are aware of their own productivity and work styles, and 
are respectful of other’s different productivity and work styles.

Self-Assessment
• Learning Style

• Visual, Auditory, Kinesthetic, Tactile
• Dominant Brain Type

• Right Brain vs. Left Brain
• Right Brain dominant people tend to be more creative and use associative 

thinking.
• Left Brain dominant people tend to use more linear focused thinking. 

• Organizing or Productivity Style
• Tolerance for Clutter
• Innie or Outie (not talking about belly buttons!)

• Communication Style
• Technology

• Comfort level and knowledge of various technology tools
• Preferences: phone, email, text, project management software, shared 

calendar, etc.
• Accessibility

• How to communicate?
• How often to communicate?

Unique Areas of Brilliance Exercise
• Think of your role as the business owner, which most likely include aspects of all 3 

hats of an entrepreneur. 
• Make a list of all of the activities that occupy your time and energy.
• Select those that use your unique strengths, that you love to do, and that only you can 

do.  These fall within your area of Unique Brilliance.  That list should be short 
compared to the “everything else” list.  
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• The activities on the “everything else” list are the ones that can and should be 
delegated.

Tasks to Delegate
• Website maintenance
• Article marketing
• Newsletter/ezine publishing
• Blog updates
• Copy writing/proof reading
• Contact database management
• Shopping cart administration
• Transcription
• Audio and video editing
• Setting up and managing your online forums
•  Managing social media accounts
•  Spending hours on the phone with any type of support vendor
•  Handling travel arrangements
•  Scheduling meetings, conference calls, etc.
•  Website and sales reports/analytics
•  Designing presentations
•  Managing client mailings

Get Personal
What are those personal things that you're doing that you could contract out so you can 
focus on growing your business? 
• House cleaning
• Errands
• Grocery shopping
• Dry cleaning and laundry
• Mowing the lawn/landscaping
• Baby sitting/child care

III. Systems
Systems = Proper Tools to Delegate Effectively
• Are you holding onto too many tasks that you know you could be delegating, but don’t 

have the infrastructure in place to effectively delegate without taking up too much of 
your precious time?

• Set yourself up for success by creating systems.

Set up systems that are easy to follow and deliver results
• Most businesses are lacking in systems.
• Develop systems so that the business can run automatically. 
• Provides structure and clarity. 
• Helpful when things get busy and you are overwhelmed.

Effective Systems

© Copyright 2013 - Lisa Montanaro



• Operations Manual - Create for your business, division, department or team. Or even 
for a specific venture or project if large enough.

• Project Log - Create on individual basis but also share with select team members
• Delegation Log - Tracks delegation process in detail.
• Technology/Software/Applications
• Templates - Create Master Lists, Forms and Templates
• Shared Calendar - Fosters communication

Operations Manual
• Passwords to online and offline business accounts
• Business supplies with purchasing/ordering information
• List of business documents
• Prospects intake process
• Client intake process
• Sample email templates
• List of all team members and their contact information
• List of Board of Advisors and their contact information
• Procedures for hiring new team members and training them
• Preparing for client sessions, proposal pitches, speaking engagements, professional 

association meetings, etc.
• Client follow-up process
• Testimonials/References
• Affiliate/Referral programs

Project Log 
• Consider creating a Project Log organized by category for business.
• Project name, type of work, due date, etc.
• Vital tool for keeping on top of work and deadlines, sharing your progress with team 

members, and for prioritizing projects.
• This is also where you can record tasks that have been delegated to team members.

Delegation Log
• Create a form to track assignments delegated to others.
• Name of person, task or assignment delegated, date delegated, date due, date 

completed.

Streamlining Tasks
• Create master lists, forms, and templates.
• Use technology to your advantage (project management software/applications: Asana, 

Zoho, Trello, Wrike, etc)

Necessary Tools
• Contacts database (Constant Contact, MailChimp, Fiitfu, etc.)
• Ezine/email marketing database (Constant Contact or One Shopping Cart)
• Shopping cart (One Shopping Cart)
• Merchant account (Pay Pal, Practice Pay Solutions, Chase Paymentech)
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• Teleclass bridge line (AudioAcrobat.com, FreeConferenceCalling.com)
• Webinar service (GotoWebinar, ReadyTalk, Presenter Box)
• CD fulfillment service (Kunaki)
• Membership platform (Wishlist)
• Group interactive platform (Google Hangouts, Skype, Viber, Facetime)
• Project/task management (Asana, Trello, Wrike)

IV.  People
People = Who to delegate to

• Issues of trust and control.
• Can delegate to an expert, an equal or a beginner depending on task
• Ask: Can someone else do it better than you, faster than you, or good enough?
• “Slow to hire, quick to fire." Common employment law phrase about hiring employees. 

Applies to delegation also. Slow to delegate, quick to respond.
• Can delegate to yourself and the business/company/department by setting up the 

systems we discussed earlier.

Who to Delegate to
• Virtual Assistant
• Local/Executive/Onsite Assistant
• Independent Contractors – Administrative/Professional
• Employees - Administrative/Professional
• Business Colleagues

Accountability Aspect of Delegation
• Being accountable to someone else can be a very effective way to overcome 

procrastination.
• Collaborate by working with someone else to get the task or activity started and 

finished faster. Two minds (or pairs of hands) can be better than one!

The Path of Delegation
Discuss
Demonstrate
Do it Together
Do it Alone
Inspect
Delegate

Effective Delegation
• Present the job clearly and set a deadline for completion.
• Be available while the job is being done for questions.
• Review and evaluate the end product.
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Take Action
• Which techniques or mindset shifts do you plan to “try on” to see how they feel and if 

they work for you? When?
• Which technique will you implement first?
• What changes, tools, and systems do you need to put in place to be able to Let Go to 

Grow?
• Style =
• Systems = 
• People = 

Next Steps...
• If you want to reinforce your learning and stay in touch, sign up for my free online 

newsletter/ezine. You get an awesome digital toolkit to help you be more purposeful, 
passionate and productive in life and work. It includes 2 audio programs and an 
ebook. www.LisaMontanaro.com/toolkit

• Join me on Tuesday, November 5th for a complimentary teleclass, “Kick Your Business 
Into High Gear & PowerUp Your Success.” http://www.lisamontanaro.com/
kickintohighgear/

• And if you want customized coaching and consulting, let’s set up a complimentary 25 
minute Discovery Call so we can discuss your needs and see if I am able to help you 
and your business. Email me at Lisa@LisaMontanaro.com.
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About Your Presenter

Lisa Montanaro is a sought-after business expert due to her background as an 
attorney, mediator, and trainer of entrepreneurs.  She is the owner of Lisa Montanaro 
Global Enterprises, which is the umbrella organization under which she offers 
productivity consulting, success coaching, business strategizing, and speaking to 
individuals and organizations. Her online learning platform, www.LMGUniversity.com, 
provides courses globally to improve people’s lives, businesses and careers.  In 2012, 
Lisa expanded her business geographically by relocating from NY to CA. Lisa is an 
inaugural Certified Professional Organizer® and a member of the Golden Circle of the 
National Association of Professional Organizers. She is also a member of the National 
Speakers Association (NSA), and is a frequent presenter at national and regional 
conferences, and for teleclasses and webinars. Lisa’s presentations focus on 
productivity, entrepreneurship, and life-work balance issues. Lisa’s workshops are 
informative, interactive, and despite the sometimes weighty subject involved, 
entertaining!   Lisa publishes a free monthly e-zine for success-minded individuals.  
Subscribe today at www.LisaMontanaro.com/toolkit. Her book, The Ultimate Life 
Organizer, was published by Peter Pauper Press in 2011.  She is privileged to include 
many entrepreneurs as her coaching and consulting clients, and is delighted to be able 
to use her business savvy and legal skills to create much-needed templates and products 
to ensure business owners are successfully self employed.  

Lisa Montanaro, JD, CPO®
Lisa@LisaMontanaro.com
Lisa Montanaro Global Enterprises, LLC
P.O. Box 1286
Davis, CA 95617
(530) 564-4181
www.LisaMontanaro.com 
www.Facebook.com/LisaMontanaroBiz
www.LinkedIn.com/in/lisamontanaro
www.YouTube.com/LisaMontanaro
www.Pinterest.com/LisaMontanaro
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PowerUp! Mastermind & Group Coaching Program
Is 2014 the year you are ready to . . .

. . . kick your business into high gear?

. . . create the business model you’ve been striving for?

. . . stop working so hard and, instead, work smarter?

. . . charge what you’re worth, and reach the levels of income you’ve dreamed of?

If you answered YES, then you need to PowerUp!

Beginning on January 7, 2014, the PowerUp! 
Mastermind Program is a 6-month 
virtual group business coaching, training, and 
accountability program taught and facilitated by 
Lisa Montanaro for the expanding business owner/
entrepreneur who’s seeking to:

• Become clear on your business purpose
• Stay focused on your product(s) and service offerings, as well as learn how to take 

them to the next level
• Solidify financial strategies/increase profits
• Develop multiple streams of income
• Determine what’s not working in your business & how to make a change
• Make your business your true passion
• Connect with like-minded and similar level business owners to learn, share, 

collaborate and joint venture with on various levels
• Get your burning questions answered
• Work ON your business to get to do’s that really matter, finally done
• Be accountable so you take consistent, purposeful action and enjoy profitable results!

Investment
Early bird rate = $1,995 (ends December 12, 2013, and then full pay is $2,295)
There’s even a 3-pay option if you need to spread payments out!

Visit http://lmguniversity.com/PowerUp for all of the details, including curriculum/
syllabus, structure, dates, bonuses, etc.

The PowerUp! Program is limited to a small group, and I am just as selective as you are 
in this process. Therefore, admission is by application only! Get on the Priority List at 
http://www.lisamontanaro.com/powerup-priority/.
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