
Delegate Priorities



Set Your Priorities
Looking at your brain dump, goals, and procrastination/toleration lists,
highlight or star (*) the tasks/projects that would make the most impact for
you or that once completed will get the ball rolling on other items.

From these starred/highlighted tasks/projects, choose (3) as your priorities. 

1.

2.

3.
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Take your Delegate items and prioritize them in the order you want someone to
complete them.

Using the codes below, mark what kind of support person would do the best job:
Specialist (S)
Personal Assistant (PA)
Collaborator (CVA)
Doer  (DVA)
Employee (E)

Add up each code and list the support person type(s) you need to complete your
priority projects. If you need to work with more than one type, note if you will work
with one type first, concurrently, or if they will work together.

For example, let's say you have a priority project to create a video series on
YouTube. Listing the tasks, you need to work with a video editor (specialist) who
also creates intro/outro pieces, as well as a virtual assistant (DVA or CVA) who can
upload video to YouTube and create promotional pieces to share to social media.

You may hire the video editor first to complete the project, then hire the VA to do the
rest. OR your VA might work with your video editor to get the project done.

The best support type(s) for my needs: 

Notes:
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TaskSupport type
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