m Business Automation Checklist

15 Ways to Save 10+ Hours Per Week

Welcome to your comprehensive Business Automation Checklist! This guide contains 15 proven
strategies that successful businesses use to automate repetitive tasks and reclaim valuable time. Each
item includes practical implementation steps you can start using today.

m Email & Communication

] 1. Email Templates & Auto-Responses

What it does: Create templates for common inquiries and set up auto-responders for immediate
acknowledgment.

Time saved: 2-3 hours/week

Recommended tools: Gmail templates, Outlook Quick Parts, or dedicated email management tools

] 2. Email Scheduling & Batch Processing

What it does: Schedule emails to send at optimal times and process emails in batches rather than
throughout the day.

Time saved: 1-2 hours/week

Recommended tools: Gmail Schedule Send, Boomerang, or native scheduling features

"] 3. Automated Follow-up Sequences

What it does: Set up automatic follow-up emails for leads, clients, and project updates.
Time saved: 2-4 hours/week
Recommended tools: HubSpot, Mailchimp, or CRM automation features

m Scheduling & Calendar Management

[} 4. Online Booking Systems

What it does: Allow clients to book appointments directly without back-and-forth emails.
Time saved: 3-5 hours/week
Recommended tools: Calendly, Acuity Scheduling, or Google Calendar booking

] 5. Automated Meeting Reminders



What it does: Send automatic reminders 24 hours and 2 hours before meetings.
Time saved: 30-60 minutes/week
Recommended tools: Calendar app notifications or dedicated reminder services

m Finance & Invoicing

] 6. Automated Invoicing

What it does: Generate and send invoices automatically based on project completion or time tracking.
Time saved: 2-3 hours/week
Recommended tools: QuickBooks, FreshBooks, or Wave Accounting

] 7. Expense Tracking Automation

What it does: Automatically categorize and track business expenses using receipt scanning.
Time saved: 1-2 hours/week
Recommended tools: Expensify, Receipt Bank, or accounting software integrations

] 8. Automated Payment Reminders

What it does: Send gentle reminders for overdue payments without manual intervention.
Time saved: 1-2 hours/week
Recommended tools: Built-in invoicing software features or dedicated AR tools

m Data & Reporting

] 9. Automated Reports & Dashboards

What it does: Generate weekly/monthly business reports automatically from your data sources.
Time saved: 2-4 hours/week
Recommended tools: Google Data Studio, Tableau, or business intelligence platforms

] 10. Social Media Scheduling

What it does: Plan and schedule social media posts across all platforms in advance.
Time saved: 2-3 hours/week
Recommended tools: Buffer, Hootsuite, or native platform scheduling tools

m Workflow & Process Automation

] 11. Document Template Library

What it does: Create reusable templates for contracts, proposals, and common documents.



Time saved: 1-3 hours/week
Recommended tools: Google Docs templates, Word templates, or document management systems

] 12. Task & Project Automation

What it does: Automatically create recurring tasks and update project statuses based on triggers.
Time saved: 1-2 hours/week
Recommended tools: Asana, Trello, Monday.com automation features

] 13. File Organization & Backup

What it does: Automatically organize files by type/date and backup important documents.
Time saved: 30-60 minutes/week
Recommended tools: Cloud storage auto-sync, Hazel (Mac), or File Juggler (PC)

m Advanced Automation

] 14. Zapier/IFTTT Workflows

What it does: Connect different apps to automate data transfer and trigger actions automatically.
Time saved: 2-5 hours/week
Recommended tools: Zapier, Microsoft Power Automate, or IFTTT

] 15. Chatbots & FAQ Automation

What it does: Use chatbots to handle common customer questions and initial support requests.
Time saved: 3-6 hours/week
Recommended tools: Intercom, Drift, or custom chatbot solutions



B Quick Start Implementation Guide

1. Start Small: Choose 2-3 items from this checklist that would save you the most time immediately.
2. Research Tools: Look into the recommended tools for your chosen automation areas.

3. Set Up & Test: Implement one automation at a time and test thoroughly before moving to the next.
4. Monitor & Optimize: Track the time you're saving and adjust your automations as needed.

5. Scale Gradually: Once comfortable, add more automations from the checklist.

6. Train Your Team: Ensure everyone understands and can use the new automated processes.

Need help implementing these automations?

Our team specializes in helping businesses implement automation strategies that save time and
increase efficiency. Contact us for a free consultation to discuss your specific automation needs.



