
 

 

The Business Systematization Checklist 
 

Building a true business means creating systems that allow your enterprise to 
run smoothly even when you aren't there. Don't let the word "systematization" 
scare you - it's simply about getting the recipes out of your head and onto paper 
so others can repeat your success. 

Use this checklist to map out, document, and delegate the six core pillars of 
your operations so you can finally step away from the daily grind, protect your 
enterprise from unexpected trials, and enjoy the true time freedom God wants 
for your family. 

 

1. Sales & Marketing 

●​ Lead Generation Blueprints: Write down your active strategies for finding 
fresh leads so someone else can step in, repeat them, and keep your 
pipeline full. 

●​ Sales Playbooks: Put together simple scripts or structured talking points 
for discovery calls so your team knows how to guide a customer to a 
decision without being pushy. 

●​ Follow-Up Sequences: Set up a steady process using automated emails, 
scheduled calls, and reminders so nobody ever falls through the cracks. 

2. Operations (The Work Itself) 

●​ Step-by-Step SOPs: Document clear, straightforward instructions for how 
your core service is done or how your product is delivered with 
excellence every single time. 

●​ Quality Control Checklists: Create easy-to-use checklists to make sure 
your standards stay high across the board, no matter who is doing the 
work. 

●​ Fulfillment Timelines: Set up standard milestones for your projects so 
your clients always know exactly what to expect and when.   

3. Customer Experience 

●​ Communication Standards: Establish clear, simple guidelines for how 



your team greets customers, gives proactive updates, and handles 
follow-ups with respect. 

●​ Support Library: Put together friendly email templates and a central 
collection of FAQs so common customer questions can be handled 
quickly and consistently. 

4. Finances 

●​ Money Routines: Set up simple, repeatable systems for your daily and 
weekly invoicing, tracking business expenses, and taking care of team 
payroll on time. 

●​ Financial Health Reviews: Commit to sitting down and looking over your 
main financial statements every single month so you know exactly where 
you stand instead of operating on guesswork. 

5. People (Hiring & Training) 

●​ Clear Job Descriptions: Write down a straightforward, accurate layout of 
what a role actually requires before you ever start interviewing 
candidates. 

●​ Onboarding Framework: Create a friendly onboarding checklist to 
smoothly welcome new team members into your unique culture and 
daily workflows. 

●​ Knowledge Base: Build simple training manuals or short screen-recorded 
videos so you can teach essential skills once without having to repeat 
yourself over and over again. 

6. Digital Security & Crisis Backups 

●​ Security Guardrails: Protect your business profiles by using strong 
password habits and turning on two-factor authentication (2FA) so 
hackers can't hijack your vital accounts. 

●​ Crisis Backups: Keep secure, automated backups of your customer 
databases and financial records so a sudden technical trial can never wipe 
out your business or destroy your cash flow overnight. 
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