PAPER CLIP Practical Tools & Checklists

— COACH —

Could the business run while you’re away?

This one is about preparing for an absence. Imagine you’re away for two weeks and can’t be reached.

Mark what’s already true.

(] Someone other than me can approve spending up to an agreed limit.

Each key customer has a second person they know and trust.

Payroll, bills and invoicing go out without me.

The team knows who makes the call when something unexpected happens.
Our most important processes are written down well enough to follow.

The right people can get into key accounts and systems, securely.

The team knows this quarter’s priorities without asking me.

A regular meeting solves problems without me in the room.

Someone watches the key numbers and knows what to do if one goes off track.
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I've agreed in advance what’s worth interrupting me for, and what isn’t.

What to do with what you notice

Anything you didn’t mark is a project, not a failure. Pick one, give it an owner, and test it with a shorter
trip first: a long weekend, then a full week. Each time, notice what came back to you, and fix that next.

PaperClipCoach.com Page 1 of 1



