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When it comes to the systemisation process, Dump It, simply refers to putting pen to paper and brain 
dumping everything!

There are three gears when it comes to the Dump It process.

1. Brain
The brain-dump process is where you think about every single task you complete — and write it down!

Over the next two pages, we have provided a template for you to complete this process. Start by setting 
a timer for around 20 minutes to make sure you stay focused. Go through the first template and list all 
your tasks by ‘time period’ (daily, weekly, monthly, yearly), then go through the second template and 
list all your tasks by function (admin, finance, marketing, human resources).

How do I create and 
implement systems in 
my trade business?
Now you understand the amazing benefits 
of systemising your business, let’s get to it!!

DUMP IT

SIMPLIFY 
IT

RECORD IT

STORE IT

SHARE IT

DUMP IT
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SYSTEMS; DUMP IT EXERCISE 
(by time period)
Use the headings below to list the tasks you currently do daily, monthly, weekly and 
yearly, and other.

DAILYDAILY

• • Answer phoneAnswer phone
• • Follow up quotesFollow up quotes

• • TimesheetsTimesheets
• • Approve Supplier invoices due for Approve Supplier invoices due for 

paymentpayment
• • Manage social mediaManage social media
• • Prepare staff ‘Toolbox Meeting’Prepare staff ‘Toolbox Meeting’

• • Renew car registrationRenew car registration
• • Renew workers compensation insur-Renew workers compensation insur-

anceance

• • BASBAS

• • Bank reconciliationBank reconciliation
• • P&L ReportP&L Report

WEEKLYWEEKLY

MONTHLYMONTHLY

YEARLYYEARLY

OTHEROTHER
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2. Technology
Utilising technology in the Dump It process makes it easy 
for you to organise your thoughts neatly. In this case, we 
recommend the use of the mind-mapping program FreeMind.

3. Checklist
The third gear is to utilise checklists. To make 
it easy for you, we have provided a list of tasks 
on the next page that you may potentially come 
across in your own business. Go through this 
list and tick off any tasks that apply to you/your 
staff. Use this checklist as a starting point to 
systemising!



SYSTEMS: DUMP IT EXERCISE (by list)
Use the headings below to list the tasks you currently do under admin, finance, 
marketing, human resources, and other.

Admin n/a to do done/date

1.1. Start your dayStart your day

2.2. Your dayYour day

3.3. End your dayEnd your day

4.4. Manage computer issuesManage computer issues

5.5. Manage power outageManage power outage

6.6. Manage email accountManage email account

7.7. Manage gross profit reportManage gross profit report

8.8. Manage no tracking accessManage no tracking access

9.9. Manage quoted jobManage quoted job

10.10. Divert office phoneDivert office phone

11.11. Manage tradesman timesheetManage tradesman timesheet

12.12. Manage vehicle insuranceManage vehicle insurance

13.13. Manage vehicle green slipManage vehicle green slip

14.14. Manage purchase new vehicleManage purchase new vehicle

15.15. Manage vehicle toll cardManage vehicle toll card

16.16. Manage public liabilityManage public liability

17.17. Manage travel arrangementsManage travel arrangements

Human Resource n/a to do done/date

18.18. Prepare for a new team memberPrepare for a new team member

19.19. Prepare for an inductionPrepare for an induction

20.20. Manage inductionManage induction

21.21. Manage probation periodManage probation period

22.22. Prepare toolbox meetingPrepare toolbox meeting

23.23. Conduct toolbox meetingConduct toolbox meeting

24.24. Finalise toolbox meetingFinalise toolbox meeting

25.25. Terminate employmentTerminate employment

26.26. Manage a resignationManage a resignation

27.27. Monitor and manage performanceMonitor and manage performance

28.28. Conduct a performance reviewConduct a performance review



SYSTEMS: DUMP IT EXERCISE (by list)
Use the headings below to list the tasks you currently do under admin, finance, 
marketing, human resources, and other.

Marketing n/a to do done/date

1.1. Build a websiteBuild a website

2.2. Plan a marketing campaign

3.3. Implement marketing campaign

4.4. Manage marketing campaign

5.5. Manage marketing campaign review

6.6. Manage test & measure

Tradesman n/a to do done/date

7.7. Start your dayStart your day

8.8. Manage tablet issuesManage tablet issues

9.9. Manage work offlineManage work offline

10.10. Manage no crm accessManage no crm access

11.11. Manage vehicle issuesManage vehicle issues

12.12. Manage after hours jobsManage after hours jobs

13.13. Your dayYour day

14.14. Manage jobManage job

15.15. Meet customer and obtain approvalMeet customer and obtain approval

16.16. Prepare for workPrepare for work

17.17. After hours workAfter hours work

18.18. Manage after hours phoneManage after hours phone

19.19. Manage after hours 3rd party payeeManage after hours 3rd party payee

20.20. Receive and confirm a jobReceive and confirm a job

21.21. Collect paymentCollect payment

22.22. Complete timesheet & calculate gross profitsComplete timesheet & calculate gross profits

23.23. Complete Complete WHSWHS checklist checklist

24.24. Manage 3rd party paymentManage 3rd party payment

25.25. Finalise invoiceFinalise invoice

26.26. Stock managementStock management

27.27. Return lease equipmentReturn lease equipment

28.28. Apply for annual leaveApply for annual leave

29.29. Manage theftManage theft

30.30. Manage vehicle damage/accidentManage vehicle damage/accident

31.31. End your dayEnd your day
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SYSTEMS: DUMP IT EXERCISE 
(by function)
‘Use the headings below to list the tasks you currently do under admin, finance, 
marketing, human resources, and other.

ADMINADMIN

• • Answer phoneAnswer phone
• • Follow up quotesFollow up quotes

• • Manage social mediaManage social media

• • Bank reconciliationBank reconciliation
• • TimesheetsTimesheets
• • Approve supplier invoicesApprove supplier invoices
• • BASBAS

• • Prepare staff ‘Toolbox Meeting’Prepare staff ‘Toolbox Meeting’

• • Renew insurancesRenew insurances
• • Renew registrationRenew registration

MARKETINGMARKETING

FINANCEFINANCE

HUMAN  RESOURCEHUMAN  RESOURCE

OTHEROTHER
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After you’ve gone through the three gears of ‘Dump It’, it’s time to think about which 
tasks you should systemise first. Which take priority?

 Think of each task in relation to the questions below:

1. Frequency
How frequently does this task occur? If it’s daily, then it should probably be prioritised over 
monthly tasks.

2. Questions
How often are you getting asked questions about the task? Or getting asked to teach someone 
the task? The more questions you are being asked results in more wasted time for you, so these 
tasks should be priority!

3. Common mistakes
How often is someone making a mistake when completing the task? If mistakes are being made 
regularly when doing a task, this should take priority!

4. 80/20 rule
The 80/20 rule is the idea that 80% of work in your business brings in 20% of the profit. As the 
business owner, why waste your time on day-to-day tasks (the 80%) if it’s possible for you to 
outsource it or have a staff member do it? By systemising these tasks first, more of your time is 
freed up so you can spend it on more profit inducing projects/tasks!
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Decide who builds systems
If you are a one-man show with no employees, this 
will be you for obvious reasons. An advantage of this 
is you have complete control (and probably a better 
understanding of the tasks) over how everything is 
systemised.

If you have several employees, each function may be 
assigned to an employee. For example, your admin 
staff completes the administration systems whilst 
your tradesmen complete the tradespeople systems.

Communicate value (the why) and 
‘how-to’
Once you have established who will be creating the 
systems for each function, communicate this to 
them. They (or you if you’re the one who does the 
task) will need to understand:

• How to make systems (this will come later)

• The positive impact systems will have on 
your business (why you’re going through the 
systemisation process).

The template on the next page should help you get this started. Start by listing the task you are discussing in 
the header box. Then, list all the steps (in order) below!

What next?
The next step is to actually start to systemise!

For every activity, list the steps the individual would undergo 
to complete the activity. For example, if you were to systemise 
making a cup of coffee the list would look something like this:

1.  Fill kettle

2. Turn kettle on

3. Get a mug

And so on!

SIMPLIFY IT
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FLOWCHART EXERCISE: HOW TO…
List the steps to making a coffee

STEP 1:STEP 1:

STEP 5:STEP 5:

STEP 3:STEP 3:

STEP 7:STEP 7:

STEP 9:STEP 9:

STEP 2:STEP 2:

STEP 6:STEP 6:

STEP 4:STEP 4:

STEP 8:STEP 8:

STEP 10:STEP 10:

Fill kettleFill kettle

Add 1-2 teaspoons of coffee to mugAdd 1-2 teaspoons of coffee to mug

Grab mugGrab mug

Get milkGet milk

Get a teaspoonGet a teaspoon

Turn kettle onTurn kettle on

Pour boiled water into mugPour boiled water into mug

Grab instant coffeeGrab instant coffee

Add milkAdd milk

StirStir
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STEP 1:STEP 1:

STEP 5:STEP 5:

STEP 3:STEP 3:

STEP 7:STEP 7:

STEP 9:STEP 9:

STEP 2:STEP 2:

STEP 6:STEP 6:

STEP 4:STEP 4:

STEP 8:STEP 8:

STEP 10:STEP 10:

FLOWCHART EXERCISE: HOW TO…
List the steps to...
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Now that you have defined the activities and each step in each task, it’s time to build the 
first draft!

The easiest way to do this? Sticky notes.

Write each step on a sticky note and put them in order on a large piece of paper. This way, 
you can easily move steps around, swap them, or add more in if needed until you have the 
final product!

Check out our sticky-note flowchart on how to undivert Dr. DRiP’s office mobile phone 
below to give you an idea of what yours may look like:

When you’ve got the final product, it’s time to make it look 
professional by utilising technology. In our business, we use 
flowcharting software such as Lucidchart or Microsoft Visio to turn 
our sticky-note creations into professional flowcharts.

After it has been flowcharted, someone needs to test it out to make 
sure it’s right! Make changes, if necessary, after this stage until the 
flowchart is perfect.

Check out our flowcharts over the next two pages to gain an 
understanding of what yours might look like!

RECORD IT
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OUR FLOWCHARTS
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Now you have created your systems, where do you put them? Your systems are useless if no one 
has access to them. Store it on a platform such as Google Sites. If you choose Google Sites, make 
the settings private.

Add your staff as users. Choose which flowcharts/sections they have access to. For example, 
your tradesmen don’t need access to the marketing systems and vice versa. The image below 
demonstrates the interface in Google Sites.

STORE IT
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Finally, the Share It stage has arrived!

What are you going to do to ensure your staff a) have access to the systems so they can start using them, 
and b) understand what is expected from them and are being held accountable for it?

When it comes to providing your staff with access to the systems, Google Sites is great for this. Not only 
can you add your staff as users providing them access, but you can also choose which flowcharts/sections 
they have access to. For example, your tradies don’t need access to the marketing systems that your 
marketing/admin staff would, so you can restrict them from seeing it!

On the accountability side… 

Your staff, and even you, need to understand what tasks need to be completed when, and therefore, 
when the systems are used. To do this in our own business, we use accountability software such as Asana, 
Teamwork, and Trello, which allow you to add tasks with due dates so your staff know exactly what is 
expected of them!

SHARE IT



WHAT’S NEXT?
You’re the one wearing the heavy load of 

responsibility — and suffering major stress.

Ready to change it?
Join our Facebook group, 
Kick-Ass Tradies

Where you can gain access to trade-specific 
tips and resources, PLUS join the conversation 
with a community of like-minded tradies.

facebook.com/groups/kickasstradies

Head here to book it now
lifestyletradie.com.au/game-plan-with-andy

Register now for a 15-minute call with Andy 
now to smash out what you need to do right 
now, to provide you with clarity and direction 
in your trade business.

Jump on a Game 
Plan Call with Andy


