
Checklist for applying the 80/20 Rule for business optimization:

Identify Your High-Impact 20%

 Data Analysis:
● Gather customer data (sales figures, website analytics, etc.)
● Analyze project management data (completion times, resource allocation)

 Track Your Time:
● Use a time-tracking app or log your workday activities.
● Identify time wasters and areas for improvement.

 Gather Feedback:
● Conduct surveys or hold focus groups with customers and employees.
● Ask your team about high-value tasks and process streamlining.

Focus and Optimize

 Streamline Processes:
● Identify repetitive tasks for automation or outsourcing.

 Delegate Like a Boss:
● Choose the right person for the task based on skills and experience.
● Provide clear instructions and expectations.
● Empower your team and offer ongoing support.

 Invest in the Right Tools:
● Explore project management, communication, or marketing automation tools.

Continual Evaluation and Improvement

 Regular Review:
● Schedule reviews to assess optimization effectiveness.
● Track key metrics aligned with your business goals.



● Analyze data to identify if high-impact areas are delivering results.
 Adaptability:

● Be prepared to adjust your approach based on market changes.
● Stay informed about new technologies that can further streamline

processes.
● Remain flexible to adapt to evolving customer needs and preferences.

This checklist outlines the steps needed to effectively apply the 80/20 Rule for business

optimization, ensuring that you focus your efforts on the most impactful tasks and

continually improve your processes for maximum efficiency.


