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YOUR 5-HOUR TRANSFORMATION

Let's talk about a productivity breakthrough:
the 5-Hour Challenge. It's a simple but powerful
way to boost productivity and free up time for
what really matters.

Here's how it works:

First, take a good look at what everyone's doing day-to-
day. You might be surprised at what you find.

Next, ask your team to spot 5 hours of work that don't
really move the needle. The key is to cut the fluff
without hurting client experience.

Finally, ditch those time-wasters and use those
precious hours for tasks that actually grow your
business and keep customers happy. It's about
working smarter, not harder, and giving your team
back 5 hours every week to focus on what truly counts.

This method involves three key steps:

e Task Audit: Conduct a comprehensive review of all current tasks and responsibilities,
focusing on identifying unnecessary or inefficient activities.

* Low-Value Work Identification: Challenge team members to pinpoint 5 hours of low-
impact work in their weekly schedules, ensuring no negative impact on client
experience.

* Time Reallocation: Eliminate identified low-value tasks and reallocate the saved time
to high-impact activities that directly contribute to revenue and customer satisfaction.
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STEP 1: PERSONAL TASK INVENTORY

List all your current tasks and responsibilities:

Task Y/N/#

(continue as needed)

STEP 2: TEAM TASK INVENTORY

Have each team member list their tasks and responsibilities. For example:
Team Member Name:

(continue as needed)
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STEP 3: IDENTIFY UNNECESSARY
OR INEFFICIENT TASKS

For each task listed, answer the following questions in the last column:

Is this task still necessary? (Y/N)

Does it directly impact our goals or customer experience? (Y/N)
Can it be automated or simplified? (Y/N)

How much time does it currently take? _____ hours/week (#)

THE 5-HOUR CHALLENGE

EXERCISE 2: IMPACT VS. EFFORT MATRIX

@ Now, with those tasks in mind, fill in the 2x2 grid with "Impact" on the
vertical axis and "Effort" on the horizontal axis.

@ Label the quadrants:

e Quick Wins (High Impact, Low Effort): Top priority tasks that offer
significant benefits with minimal effort.

e Major Projects (High Impact, High Effort): Important tasks that
require careful planning and commitment.

e Fill-Ins (Low Impact, Low Effort): Easy tasks with limited value,
suitable for downtime.

e Time Wasters (Low Impact, High Effort): Tasks to avoid or eliminate
as they consume resources without delivering meaningful results.
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@ Analyze the results:

Prioritize "Quick Wins" for immediate action

Plan and allocate resources for "Major Projects”

Use "Fill-Ins" for downtime or to maintain momentum
Eliminate or minimize "Time Wasters"

Regularly review and update the matrix to
ensure ongoing focus on high-value tasks
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THE 5-HOUR CHALLENGE

EXERCISE 3: HIGH-IMPACT TASK
IDENTIFICATION

List potential high-impact tasks and the low-value work that they replace:

High Impact Task Replaces

2,

3.

THE 5-HOUR CHALLENGE

EXERCISE 4: ACTION PLAN

For each high-impact task, create an action plan:

@ Specific actions needed:
®
®

@ Resources required:
®
®
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@ Timeline for implementation:
®
®

@ Expected outcome/ROIl:
{ ]
{ ]

Task:

@ Specific actions needed:
®
®

@ Resources required:
®
{ ]

@ Timeline for implementation:
°
°

@ Expected outcome/ROIl:
®
®

(continue as needed)
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Reflection

Take a moment to consider the insights you've gained from the 5-Hour Challenge
process. Consider the following questions thoughtfully:

* What caught you off guard during the task audit? Any insights that might change how
you and your team work?

* When you mapped out your Impact vs. Effort Matrix, what tasks stood out as total
time-wasters? What's your plan to trim those down?

¢ See any roadblocks in rolling this out across the whole team? How are you thinking
about tackling those?

but a mindset shift towards ongoing operational excellence. Use
these reflections to guide your implementation and drive lasting
change in your business. You've got this!

0 Remember, the 5-Hour Challenge is not just a one-time exercise
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