
Outsourcing 

Exposed 
 

 
 

Everything You Need To Know 
For Profitable Outsourcing 

 
Outsourcing is fantastic as a strategy to grow your business, get 

more done, increase your income and to work less within your 
business.  There are plenty of places and ways to get it wrong.   

 
Included in Outsourcing Exposed you will learn the state of the 

global economy and how it can help you - the why, the how, the 
where – all you need – and what you don’t need! 

 
You will learn the best ways to get outsourcing right.  These are 

tried-and-true strategies, honed over a number of years. 

 
You will also learn the top 10 BIGGEST mistakes people make 

when outsourcing. 
 

A lot of the mistakes start from wrong thinking.  Change that and 
you’ll be on the road to success. 

 
Don’t expect to get it perfectly right.  You will make mistakes along 

the way.  Better that than doing nothing, and carrying on with the 
grind of you doing everything, yet not getting the most done.  

Accept that you might make the occasional error.  Just try to 
minimise your mistakes by learning from others’ mistakes outlined 

here – and implement your own outsourcing for the best strategy. 
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REPRINT NOTICE: You may NOT pass this report along to 
others. 

 
 

LEGAL BIT: 
 

Please note: Although the author and publisher have made every 
reasonable attempt to achieve complete accuracy of the content in 

this guide, they assume no responsibility for errors or omissions. 

Also, you should use this information as you see fit, and at your 
own risk. Your particular situation may not be exactly suited to the 

examples illustrated here; in fact, it's likely that they won't be the 
same, and you should adjust your use of the information and 

recommendations accordingly. 
 

Any trademarks, service marks, product names or named features 
are assumed to be the property of their respective owners, and are 

used only for reference. There is no implied endorsement if we use 
one of these terms. 

 
LIMITS OF LIABILITY / DISCLAIMER OF WARRANTY: 

The authors and publisher of this product have used their best 
efforts in preparing this material. The authors and publisher make 

no representation or warranties with respect to the accuracy, 

applicability, fitness, or completeness of the contents of this 
program. They disclaim any warranties (expressed or implied), 

merchantability, or fitness for any particular purpose. The authors 
and publisher shall in no event be held liable for any loss or other 

damages, including but not limited to special, incidental, 
consequential, or other damages. As always, the advice of a 

competent legal, tax, accounting or other professional should be 
sought. 

 
Finally, use your head. Nothing in this guide is intended to replace 

common sense, legal, medical or other professional advice, and is 
meant to inform and entertain the reader. 
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Introduction To 
Outsourcing 

 
 

NOTE: This Outsourcing Exposed book will take you from 

Outsourcing Zero to Outsourcing Hero.  This introduction assumes 
almost zero knowledge of outsourcing.  If you already have a few 

clues about outsourcing, you might find it a little basic.  This is for 
those who are starting from ground-zero where we need to explain 

everything. 
 

If you have a small understanding of outsourcing, then you might 
want to skip this chapter – or at least skim-read it, and skip forward 

to the Outsourcing Strategies Exposed section starting on page 16. 
 

 
Do you own or operate within a business that has massive amounts 
of tasks needing to be done every day, every week, that it takes 

most of your valuable time and energy to just get some of them 
done?  

 

Do you have a lot of business ideas that can propel your business 
but you don’t have enough time spare to conceptualize and put it 

into reality?  
 

If you are like hundreds of entrepreneurs seeking solutions to these 
business issues, you definitely have encountered this word and 

heard of countless testimonials of how it helped them propel their 
online business. The word is outsourcing.  
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It’s all about getting more done, in less time. 

 
If you own an online business, you’ve very likely heard of and 

considered outsourcing. After you have heard so many amazing 
success stories about how entrepreneurs delegated many of their 

tasks in running their business to outsourcers (whether onshore or 
offshore) and freeing much of their time, you knew you just had to 

do it too. 

 
But what many fail to realize, is that these success stories weren’t 

picture-perfect at the beginning. Many had very difficult experiences 
and fell flat on their faces the first time they explored the Internet 

to hire people from another country and began outsourcing tasks 
within their business.  

 
It’s because many of them started out with a burning desire to 

succeed, knowing that outsourcing would be a key factor in reaching 
their business goals, so they went out and hired people without the 

proper education you are about to receive reading this book. 
 

All they had was a burning desire but with little or no understanding 
at all on how to effectively outsource their work and how to find and 

hire the right people. What happened was they ended up more 

overworked and spending more resources but with very little 
progress going on in their business.  

 
Learning from our experiences and successes, we are able to share 

with you some tips, tricks, strategies and processes that you can 
use to make your outsourcing journey less painful and more 

enjoyable - And not to mention, more effective for your business.  
Outsourcing if done properly, will drive more income to your 

bottom-line.  
 

But don’t be too hasty and start collecting resumes and hiring 
people; not just yet. It’s best to get a deeper understanding of how 

the whole process works. It is in your best interest to know the 
foundation of outsourcing rather than eagerly venturing out to the 

unknown. Building a solid education foundation based on our years 

of actual experience will help you gain an edge as you navigate your 
way through the outsourcing process. 

 
Outsourcing will definitely play a significant role in your online 

business success. We know this because we have used outsourcing 
to drive our business to the next level, and so can you. But it is vital 

that we start with the basics and uncover these important aspects 
of business outsourcing.  
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 What is outsourcing and why should you outsource? 

 Key benefits of outsourcing? 
 The Pros and Cons of outsourcing 

 What country is best to hire outsourcers 
 

Understanding these factors will greatly help you in your business 
when you decide to start outsourcing some of your tasks and 

business processes. Not only will it free up your time so you can do 

more important aspects in your business, it will also provide you 
with a lifestyle where you can run your business and still have 

quality time for yourself and your family.  
 

So let’s get started and immerse ourselves in the world of business 
outsourcing.  

 
What Is Outsourcing And Why You Should Do It 

 
One of the most common definitions of outsourcing is the act of a 

company to contract other companies or individual providers for 
certain tasks, processes or roles that they don’t want their own 

employees to do. While these tasks can be done by their 
employees, a company may choose to outsource certain tasks to 

free up their staff for more vital or central aspects of their business.  

 
Now from an individual business person’s view point, this may be 

seen from a different perspective. Internet marketers and web 
entrepreneurs start running their own online business as a “one 

man team”.  
 

As they become more and more successful, they find themselves 
having to deal with a quickly growing list of tasks to run their 

operation smoothly. Tasks like answering customer emails, writing 
new articles for their blog or website, contacting potential leads, 

doing some SEO administration, and many more that can burn out 
the business owner if they are to do it all by themselves. 

 
This takes away their valuable time as the owner from doing things 

that will generate more results like conceptualizing new business 

ideas, networking with other entrepreneurs, giving direction and 
vision to the business and creating new business partners.  

 
So outsourcing can be objective; its value and worth differs 

depending on who is looking.  
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From a company’s perspective, outsourcing could mean that their 
man power will be utilized for more essential tasks within their 

organization.  
 

As for an individual business person’s point of view, outsourcing can 
mean they will have more free time doing the things that only they 

can (or want to) do for their business. They can even enjoy the 
extra free time that outsourcing will provide them to take some 

time off with their families or even go on a vacation. The benefits 

can be simply great! 
 

Now the most common business tasks which companies outsource 
are their technical and sales support. Fortune 500 companies hire 

other call center companies to handle their customer calls. It is 
more popularly called BPO or Business Process Outsourcing; a 

company hires another company to perform certain business 
processes for them that they don’t want their own staff to handle.  

 
But is this the only reason why top corporations and SME’s (small 

and medium enterprises) are considering outsourcing? Is it just 
because of the benefit of freeing their staff from certain workloads? 

Is it just the prospect of giving entrepreneurs the leverage they 
need so they can focus on what is important for their business?  

 

While these benefits are already good reasons why outsourcing is 
great for business, there is another reason why we believe 

outsourcing will be a permanent part of the International business 
scene in the coming years. And because of this reason, a 

corporation or an SME that does NOT get involved in outsourcing 
will be missing out on a tremendous leverage. Let us just study a 

few numbers so we get a clear foresight on the future of 
outsourcing and why any progressive corporation or entrepreneur 

should be doing it.  
 

According to one of the most prestigious outsourcing website 
Elance.com,  

 
“Fluctuations in the economy has not slowed online job 

creation as businesses are posting over 620,000 jobs 

annually while the number of new businesses adopting 
online hiring increased 107% since last year.” 

 
This information tells us a lot about the place of outsourcing in the 

future. It has not been affected by the global economic meltdown 
and it in fact, even increased in the last two years. Let us look at 

some related data:  
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“Hiring online continued to expand internationally during Q3. 
While the U.S. remained at the top for hiring countries, a 

new increase in online hiring has been seen in Europe, which 
now boasts four of the top ten positions: U.K. (#3), Germany 

(#7), Netherlands (#8) and Switzerland (#9).  
 

Domestically within the USA, the West Coast is growing as a 
high-earning region, with Los Angeles (#2), Sunnyvale (#8) 

and San Diego (#9) among the Top 50 Cities by Earnings.”  - 

Data from Elance.com 
 

As the data clearly shows, outsourcing is drastically gaining in 
popularity in almost every country; not just in the United States but 

in Europe as well. These numbers tells us a simple fact; outsourcing 
is working for these companies, hence the abundant demand. If 

outsourcing were causing a drop in revenue and problems, we 
would see the need for it decline so fast that by now, it should have 

been yesterday’s news. 
 

But on the contrary, not only is the demand gaining rapidly, the 
trend shows that this is not some fly by night fad that is here today 

and is gone tomorrow. These numbers clearly tell us that 
outsourcing is here to stay, ultimately because it works and 

companies benefit from it.  

 
Just take a look at the data of just how many jobs were created and 

how many millions of dollars have been earned just from within the 
outsourcing industry.  

 
“While jobs are the topic of discussion throughout the world, 

demand for professionals with key business skills is driving growth 
in online employment at a record pace. In Q3, [outsource workers] 

earned a record $38 million, up 51% over last year.” - Data from 
Elance.com 

 
An outstanding $38 million in earnings earned, now that’s 

impressive.  
 

While some people who doesn’t know the outsourcing industry may 

think that those who have online jobs are poorly paid pencil 
pushers, those who have built their careers in this industry are 

laughing their way to the bank.  
 

And if people are building careers around an industry, that tells you 
something. It’s a proven and effective part of today’s modern 

businesses; companies and businesspeople are investing in 
outsourcing, no question about it.  
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It is a win-win situation.  Its all about the global economy – a point 

we shall come back to later.  For now, understand this; 
 

If you can pay someone a quarter of what it would cost you, would 
you appreciate your cost saving? 

 
If they were earning good money, above average, in their country, 

wouldn’t you feel good to know you are actually helping them up in 

their life? 
 

So by now you should be totally convinced that if you are not doing 
some sort of outsourcing today or considering outsourcing in the 

near future, you are missing out on a whole lot of benefits for your 
business.  

 
But why do companies love to outsource? What’s in outsourcing that 

it’s being utilized by almost every major company in the United 
States and Europe? 

 
 

Main Reasons Why Companies And Entrepreneurs Love 
Outsourcing 

 

Any business needs to generate more revenue than its overhead 
expenses. This is the most basic of all business rules. And the more 

expenses being cut by a company, more funds can be diverted for 
other important aspects of the business, like improving customer 

support, creation of new product lines, etc. This is probably one of 
the highlights of why a major company would want and need to 

outsource.   
 

I used the word “need” because these days where the economy is 
dwindling and a recession tightening its grip, for a company to 

survive they need to think of ways to cut back expenses. And this is 
what outsourcing does, cut back expenses and dramatically 

improve a company’s financial capacity to operate. How is this 
possible? It’s quite simple really and one doesn’t have to have a 

degree in economics to understand it.  

 
It’s known as Global Arbitrage. 

 
The key here is the difference in a nation’s currency value and the 

local cost of living. Search the Internet on why major companies 
like Microsoft, Dell, Walt Disney, CITI group, General Electric, IBM 

and many other fortune 500 companies outsource a bulk of their 
work to other countries like India, China or the Philippines and you 
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will see… It is because of the difference between the US dollar and 
the British Pound to the local currency of whatever country they will 

outsource to, and what they can buy for their money.  Ultimately 
this means that the same service can be massively cheaper when 

using outsource providers. So it is a cost-saving benefit. 
 

Now if you maybe thinking, “I am just a small web entrepreneur 
who has an online business; I don’t own a big company. How will 

outsourcing benefit me? Outsourcing seems like it’s only for the “big 

players”.  
 

This is one of the biggest misconceptions about outsourcing and 
don’t fall into that trap. If you own a small to medium size Internet 

based business, outsourcing will definitely benefit you, as it benefits 
these corporations.    

 
Just consider this; the average pay for a good web designer or 

programmer in the United States is about $8 to $30 per hour. And it 
can even go as high as $120 per hour, depending on their 

experience and skill. Now if a company or an individual Internet 
entrepreneur would outsource this and hire a web designer with the 

same set of skill and experience from another country, they may 
end up paying that person only about $3 to $4 an hour.  

 

That move alone will save that company a tremendous amount of 
revenue and the funds can then be diverted to other projects. As 

you can see, outsourcing can dramatically cut costs while still 
maintaining the same level of quality for a company’s web 

development needs.  
 

In the United Kingdom, the average salary that you may expect to 
pay if you are to hire a personal assistant or secretary is about 

£18,000 per year. That is a whopping US dollar $28,000! But if you 
were to hire a virtual assistant in the Philippines for example, you 

are in for a treat. 
 

A virtual assistant can help you schedule your appointment; update 
your files and documents and other administrative work that can be 

done on a computer and over the Internet. Almost everything that 

can be done by a locally hired secretary, a properly trained and 
competent virtual assistant can also accomplish.  

 
But what’s great about this, is that a business person will only 

expect to pay her a salary of $250 to $400 a month – that is $3,000 
to $4,800 a year.  And this is depending on the level of tasks that 

she needed to do.  
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Now you are not mistaken, those figures are correct and not typos. 
The difference is that big.   

 
And if you think that you are doing an injustice to that lady who you 

just hired for a measly $300 a month rate, think again. In the 
Philippines, $300 can really go a long way; Believe it or not, it can 

feed an entire family comfortably. 
 

This is the power of outsourcing. It’s stretching your dollar or pound 

so it can do more for you. With this basic information, it’s not hard 
to understand why major companies would want to outsource to 

other countries. And if major companies benefit from the massive 
amount of revenues being saved the moment they begin to 

outsource, it can greatly benefit individual entrepreneurs like you as 
well on a number of levels. 

 
Summary So Far 

 
So the principle benefits of outsourcing are… 

 
1. Cost saving – Spending less money for a task to be 

completed 
2. Time saving – Taking less time for YOU to get tasks done 

3. Productivity enhancements – getting more done in less 

time 
 

Outsourcing can definitely help your business, and there are 
hundreds of testimonies of countless entrepreneurs who have 

benefited as their revenues increased. 
 

Which brings us to the next logical question, which is one of the 
missing links to the equation; and that is…  

 
Where should I hire my outsource people from?  

 

 
 

So you want to save time, save money and get your productivity 

up.  Where do you outsource to?  
 

What country has the best record when it comes to outsourcing?  
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In our own experience and even if you spend just a fraction of your 
time to do your own research on what’s the most recommended 

country Internet marketers and business owners go to for their 
outsourcing needs, you will end up with the same inevitable 

conclusion.  
 

And that country is the Philippines. 
 

Now there are other countries worthy of outsourcing to.  India and 

China have their merits.  Equally Eastern European countries have 
their specific merits.  In most instances, outside of technical skills, 

such as programming, the Philippines top-trumps them all. More on 
this later. 

 
Of all the countries you can outsource to, why do we recommend 

the Philippines in particular? What is so special about the 
outsourcers in this country that you would want to choose it if you 

decide to outsource some of the tasks for your business? 
 

 
Why Choose The Philippines When It Comes To Outsourcing? 

 
When it comes to the topic of business outsourcing, it is inevitable 

that you will encounter the Philippines over and over again in your 

search for the best country to outsource your business to. From 
major call centers that provide technical and sales support, to 

animators who create amazing animation for Pixar, the Philippines is 
a country that has long been associated with business outsourcing. 

 
As we have discussed, one of the main benefits of outsourcing is 

that you can make your money work for you because of the 
difference in currency and local living costs – meaning it is cheaper 

to hire the same set of skills.  
 

You can gain more leverage because you can hire someone in the 
Philippines with almost the same skill level and yet pay only a 

fraction of what you will have to pay someone who you will hire 
locally.  

 

From an Internet marketer’s stand point, it could mean hiring a full 
time writer or Search Engine Optimization (SEO) administrator for 

only $300 and get the same level of work done, as compared to 
hiring someone locally in your country and pay ten times as much!  

 
That is an amazing saving right there.  
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But why of all the countries do we recommend the Philippines? 
Doesn’t India or China provide outsourcing as well? Indeed, these 

countries are also utilized by different sectors, particularly in the IT, 
electronics and other manufacturing industries.  

 
But when it comes to business processes and administration roles 

such as Search Engine Optimization (SEO) and Internet marketing 
related tasks, nothing can compare to the positive feedback Filipinos 

receive when it comes to outsourcing.  

 
The reason Filipinos are renowned in the outsourcing community is 

founded on a few vital factors.  The first being… 
 

Their English skills. 
 

Since the Philippines were colonized by the Americans in the WW2, 
the influence of America can be clearly seen in many Filipinos. And 

contrary to common belief, many Filipinos are well educated people. 
Many of them are college graduates as they deeply believe that a 

good education is the key to their success.  
 

Filipinos can also communicate and write excellent English, 
which makes them perfect candidates for call centers, website 

content and article writing and even English online tutorials. Unlike 

their Asian neighbor, the Philippines uses English as their second 
language and is actively taught in schools and spoken in their 

homes.  
 

With 7,107 different islands making up the archipelago that is the 
Philippines, there are over 171 different languages.  So 

communicating with each other in the first language is not always 
possible.  But most Filipinos have English as their second language, 

so English acts as the ‘bridging’ language. 
 

So with this level of English skill, communication with your 
Philippine team (and possibly your customers) is not a problem. 

 
Because of the amazingly affordable rates you will pay to hire a 

college educated Filipino who is proficient in spoken and written 

English, there is no surprise why the Philippines is the perfect 
country where you can find your virtual staff and outsource tasks 

for your online business.  
 

Culture 
 

While their English skill is one good reason why Filipinos are perfect 
to hire as outsourcers, there is another reason why they come 
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highly recommended; and that is their culture and attitude. Not 
only are Filipinos hard working and fast learners, they are 

honest, loyal and humble individuals. Now why are these traits 
and attitude vital when it comes to outsourcing? 

 
Just consider this for a second; you will be outsourcing your work to 

someone, a complete stranger from another country, who is 
hundreds of miles away from you. They will have a different culture, 

business ethics and standards that may or may not meet with your 

business goals or your company’s mission and vision.  
 

How can you competently manage people who are miles away from 
you if they have attitude and aptitude problems? How can you 

entrust sensitive information about your business to an outsourcer if 
you cannot be sure about their honesty and integrity? 

 
On the whole, Filipinos are hard-working and loyal to their 

employer.  They have a general work ethic of giving great service.  
As such, they are trustworthy. 

 
Now don’t get us wrong. We are not saying that Filipinos are saints; 

there are a few occasional bad apples in the basket we encounter 
once in a while. But from a general perspective, the majority of our 

Filipino staff that we retain have consistently shown these traits.  

 
When we see something like this present almost all the time, then 

it’s not a coincidence or something that can be faked. It’s 
embedded in the Filipino culture; and that is why many of them 

are perfect to hire as outsourcers, as you can expect quality work 
without you having to excessively worry that your trade secrets will 

land in your competitor’s desk or email.  
 

Now, let us summarize the main reasons why the Philippines is the 
top country of choice for most successful companies… 

 
 Excellent English writing and communication skills 

 Affordable rates 
 Highly educated and skilled professionals 

 Admirable culture of integrity and loyalty 

 
These four reasons alone have been the cornerstone of why we and 

many other successful online businesses have been successfully 
growing our business using Filipino team members.  Filipinos are 

just great workers; it’s as simple as that. So if you would want to 
hire your first virtual staff, we certainly recommend these people.  
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But let us be realistic here. Filipinos are great people to hire as 
outsourcers, but they are not perfect – there are many things you 

need to know before you will hit outsourcing payday.  
 

And even if they have a high regard for integrity, you will still 
experience some cultural differences, and this is why it’s imperative 

that you get some sensible advice from experienced marketers who 
have their experience to share with you so you can avoid 

committing the same mistakes. 

 
That is exactly what is available for you right here inside 

Outsourcing Exposed. 
 

Let’s face it, even if you did hire an outstanding professional from 
the Philippines who can easily understand the tasks you send to 

them, you will still spend your time training this person, and you 
may still hit a number of problems – unless you have the right 

outsourcing education here.  
 

So how would you feel if you thought you got the right person and 
trained her about all the aspects of your business, only to see them 

grow cold and stop communicating without you realizing what 
happened? 

 

Filipinos have a different upbringing, and it is to your advantage to 
know and understand these factors. Because once you have 

mastered the art of recruiting good people in the Philippines and 
have honed your senses to what makes them tick, you will have 

their loyalty and happily work for your hours on end. It’s not really 
that complicated, once you already know what you are going to do. 

 
But it is vital that you know the right steps to take for outsourcing 

success. 
 

------------------------------------------- 
 

So in summary, we can safely conclude that outsourcing is great for 
your business and could well be the next multibillion dollar industry 

in the coming years. We also have seen that outsourcing will cut 

your costs and free up much of your valuable time so you can do 
the things you need and want to do and still run your business 

smoothly. 
 

We also now know that outsourcing to the Philippines is currently 
the best option when it comes to business outsourcing because of 

the Filipino’s excellent English skills, affordable salaries and 
exceptional attitude. But for you to reap the benefits of outsourcing, 
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you have to understand some of the most common mistakes people 
make about outsourcing so you can avoid them.  

 
And to make it simple and straightforward, we have compiled for 

you this “Outsourcing Strategies Exposed” and “Top 10 BIGGEST 
Outsourcing Mistakes” to help you better understand what you 

should avoid when you start your outsourcing development. 
 

Again, many who were too excited to start went out without ample 

research and have failed. 
 

The Top 10 BIGGEST Outsourcing Mistakes is based on our years of 
experience successfully outsourcing. It has taught me a lot and if 

you are serious about outsourcing to the Philippines, then you 
definitely need to read this, and implement each step.   

 
Good luck, and I wish you profitable success with your outsourcing. 
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Outsourcing  

Strategies 
Exposed 

 
 

 

The Best Strategies For Effective Outsourcing 
 

 
How to Cost-Effectively Streamline Your Business So You 

Work Less and Your Business Runs Itself Profitably. 
 

 
For the latest outsourcing strategies and tip, scan this QR 

code with your smartphone 
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Outsourcing Exposed Strategies 
 

 
 
Think of any BIG company you know of.  Imagine it – picture it in 

your mind… 
 

You might be thinking of a company you personally know or maybe 
a well known behemoth like Apple or Microsoft or… any large 

company… 

 
What do they all have in common? 

 
Well, lots! 

 
Two specific things they have in common is this 

 
 They started small 

 Now they’re big! 
 

It sounds stupid when you say it like that, I know.  But that’s the 
truth of it.  Once they were small – just a small handful of people – 

maybe even just one or two. 
 

Now they are massive with many, many people. 

 
The key to growth is PEOPLE. 

 
Now, you are incredibly LUCKY.  Much luckier than these massive 

companies probably were, back when they started.  And that is for 
one major reason. 

 
It is easier for YOU to build your business team than it was for them 

all those years ago. 
 

They very likely had to hire local people directly in their company, 
paying a BIG chunk of money in the process. 
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 Salaries and high local business rates. 
 Income Taxes on those salaries 

 Pensions contributions 
 National Insurance / Social taxes 

 Offices to house these workers 
 Insurance to protect the buildings 

 The list goes on and on… 
 

You, on the other hand, can OUTSOURCE! 
 

That means  
 

1. You DON’T need to employ them as an ‘Employee’. 
2. You don’t have to pay high local salaries 

3. You don’t have to pay their taxes 

4. You don’t have to pay their pensions 
5. You don’t have to buy them an expensive office building 

6. You don’t have to insure them… 
 

Now what you DO have in common with that BIG company you are 
thinking of is that they, and your company, were once small. 

 
Now its time to GROW! 

 
There are 2 fundamental reasons for building your team with more 

people. 
 

 To build the profitable income of the company 
 So YOU don’t have to do all the work 

 

The reality is in the start-up stage of any business, the founder, the 
boss (ie you) ends up doing all the work. 

 
The product design, the marketing, the sales, the advertising, the 

shipping, the accounts, the… 
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Look carefully at this chart.  This is the now-famous “You” chart 
from the legendary business advisor and coach Rich Shefren (I am a 

client of Rich’s and can tell you first hand – the guy knows what he 
is talking about!) 

 
In this chart, YOU are at the centre there.  The yellow boxes 

identify what *should* be a department of people, but in most 

small businesses is often done by… you.  The pink boxes are all the 
tasks and projects within that ‘department’. 

 
And it all comes back to YOU.  Sales copy, articles… 

 
The list goes on. 

 
But you cannot sustainably do it all and grow. 

 
In fact, even if you didn’t grow, it is not sustainable for you to do all 

the work and work all hours. 
 

You need to do less, and to live! 
 

And the truth is this… 

 
It is NOT all about outsourcing. 

 
It IS about automating your business. 
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About SYSTEMIZING your business. 
 

Outsourcing’s Two Ugly Sisters 
 
(You’ll realise their beauty soon enough) 

 
For a scalable business success, you must have all these in place… 

 

1. Systems & Processes 
2. Automation 

 
Unfortunately, because automation and systemization isn’t 

particularly sexy, they get underappreciated.  But don’t ignore the 
ugly sisters – they have massive value, and need to work hand-in-

hand with your outsourcing. 
 

Before you can begin to outsource, you must have some level of 
systemization in place, not least because your outsource team will 

need to know what the rules are to follow, and what they need to 
physically do. 

 
So here’s the simplified, 30,000 foot overview of the outsourcing 

process… 

 
1. You start by taking parts of the process, which you probably 

already do,  
2. Document exactly what it is that you do into a systems 

document, and then 
3. Hire someone and train them to follow those instructions. 

 
That is the dumb-simple version. 

 
Team training is a big area on its own – but there are a number of 

tools and strategies I am going to show you which will massively 
take this burden away from you.  We’ll come back to the  training 

part later. 
 

Before You Outsource 
 

Outsourcing is cool.  The concept means you get your business run 
for you, so you get more done, in less time and without you doing 

the work, increasing the bottom line so you make more money. 
 

Before you start to outsource, there are 3 essential steps you need 

to take first… 
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1. Eliminate  

2. Systemize 
3. Automate 

 

Eliminate 

 
Does a task or process really need to be completed at all?  Does it 
produce results?  You need to get brutal.  Brutally honest and 

realistic.  If a task does not produce any effective results, then stop 
doing it.  To outsource an ineffective task is still a waste of time. 

 
Consider the 80-20 Rule – the Pareto principle.  In many systems, 

80% of the results are achieved by 20% of the processes.  20% of 
the results are achieved by 80% of the processes. Often it is not 

always as simple as this, but consider it a guiding principle.  The 
bottom-line summary is this: Ditch the lower-effective processes. 

 
At worst, a process must produce more results than it costs to 

produce, including staff time, management time and resources 

(overheads, physical resources etc) 
 

The elimination process is a repeated, ongoing process and hence a 
system in itself, which needs to be done regularly.  A monthly 

analysis is a wise move, to eliminate any processes that are no 
longer effective. 

 

Systemization 
 

 
 

Now, let’s first look at systemization.  I know – it’s not sexy, but 
you need to do this first.  Keep this in mind – systemization WILL 

make you more money! 
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Systemization of business processes is massively under-rated in 

small to medium businesses.  Often this is because the spirit of 
entrepreneurialism is all about frontier mentality, of charging ahead 

and making the quick wins, of doing cool things, winging it, of 
making it up as you go.   

 
Systemization is about planning, being organised, analysis, 

documenting the system and then following it.  Not exactly your 
gung-ho charging ahead! 

 
But without it, your business is in grave danger. 

 
Danger of running around like a headless chicken – or at least in 

danger if being inefficient and ineffective. 
 

How To Sytemize 
 

Our lives are a collection of systems.  The rules you have in your 
head about how you do things.  We all follow our own systems all 

the time. How we answer the phone.  How we get up in the 
morning.  Our work day routine.  How we handle and prioritise our 

family life.  How we organise our social life. 
 

Your business is a collection of recurring systems. 

 
The difference is that normally, people don’t document their 

systems.  We just carry the rules in our head.  Now its time to 
document it all, for the sake of your business – and your sanity – 

and your increasing profits! 
 

Business systemization is a whole course and a business industry in 
itself.  A good place to start is “Work The System” by Sam 

Carpenter.  You can get it on Amazon USA here or on Amazon UK 
here.  For now, let’s see if we can boil an entire business industry 

down to a couple pages.  Here are the main pointers to get you 
started. 

 
Your business in a book 

Ideally, you want your business to be fully detailed in a manual.  It 

would outline who your company is, what you do, how you serve, 
the guiding principles and what each process within the business if.   

 
Imagine if you had this manual, this book, where you could hand 

the book to someone and simply say “Run this system for me, 
would you?” – and they could copy and repeat the systems in it and 

achieve success doing so. 
 

Fly outside your business 
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To think of your business as a collection of systems, try to imagine 

seeing it from the outside, not from your current viewpoint of being 
within the business.  See it from outside, seeing all the different 

systems working and interacting. Remove yourself from the chaos 
of being in your business. Only then can you effectively document 

and improve. 
 

Remove yourself from the system 
You don’t want to be part of the picture, executing the systems in 

the future.  Sure, your ego starts chipping in at this point about 
how you are the most important person in the business, how the 

company would fall over if you weren’t doing it, doing it, doing it.  
Get out of that mindset.  Try to paint yourself outside of the picture.  

Assume that you are not going to be the person running each 
system on a daily or weekly basis. 

 

One system at a time 
You improve your company by documenting one system at a time.  

How you answer the phone is one system.  How you handle email – 
one system.  Start with one – any one.  Whichever one seems the 

most urgent, the most messy, the most in need of organizing and 
systemizing, or the easiest to systemize, to get you started.  Do one 

system, document it step by step.  Then work on the next system. 
 

Strategic Objective 
You should have a document which outlines an overview of what 

your company does, what you are all about, and where you are 
going to.  It should give your team DIRECTION.  What do you want 

to achieve?  Make sure everyone is on the same page.  This vision 
needs focus. It should not be whimsical or vague like “to be the 

best at what we do” – be specific.  Everyone needs to follow it.  As 

an example, you can see our Core Values here. 
 

Operating Procedures 
This digs deeper into the Strategic Objective and outlines founding 

and guiding principles which your team should apply when 
approaching any task. This is not the specific systems for each part 

of your business, but the guiding principles such as “Maintain a tidy 
office” and “Do not multitask – it is inefficient.  Focus on one task” 

 
Individual Systems 

Each individual system should be outlined from start to finish, so a 
new person could follow it. 

 
Write it as steps 1,2,3 etc 

It needs to be simple to follow.  “Do this.  Then do that”.  It ideally 

should not be a big long chapter on understanding all of it at once.  
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Step by step, so a 9th-grader or someone walking in off the street 

could follow it. 
 

Get the System Active 
If you already have people working for you, as soon as you have 

documented the system, get them to action it.  Don’t wait until you 
have everything in your business documented.  Get that one system 

operational. 
 

Edit, tweak, adapt and update your systems 
Things change.  Ideas and optimization opportunities occur.  Build 

them into your systems, so they stay up to date and improve over 
time.  

 
Involve your team in updating the systems 

Let your team offer suggestions for improvement.  As you grow, 

and as you trust their input, let them do the systems updating for 
their own part of the business.  They will feel more involved and 

part of your company.  This will help them to work harder and 
produce more, because they feel they are part of a bigger whole. 

This will also serve a second purpose – on reading their systems 
docs, you will be able to test and see if they fully understand what 

they are doing. 
 

Monitoring 
Make sure the systems are working and they are being followed.  

Set yourself software reminders (use Gmail or Outlook or Google 
Calendars).  You need the software to popup, ring an alarm and say 

“Go check this system is being run correctly”. 
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Automation 

 
If a robot or software can do a task or process, why pay someone 

(even if they are much cheaper than a local person) to do that job? 
 

Automate first. 
 

You will get more achieved with the software, and it will potentially 
be lower cost than having someone manually do the tasks. 

 
Which software to use very much depends on your business, what 

you are doing and what you are trying to achieve.  It will vary with 
what you are doing. 

 

Two examples of automation software in action; 
 

For website building, I would strongly recommend NOT creating a 
bespoke website with each page hardcoded.  Instead, a very highly 

recommended software tool to use is WordPress.  This is a free 
opensource website-building structure.  You can then adapt and edit 

it to how you want.  You can cost-effectively hire someone to make 
any edits you want.  Being opensource, there are literally millions of 

people using it and editing parts of it – and creating add-ons called 
‘Plugins’ which you can simply install and use for certain website 

functions.  Want an email capture form?  There’s a plugin for that.  
Need to optimize your website correctly for the search engines? 

There’s a plugin for that (I’ll give details on specifics later). 
 

Another example of automation software is search engine 

optimisation (SEO).  SEO work is long and laborious.  It takes 
detailed and up-to-the-minute expertise, so go carefully with what 

you do.  Because there are so many different elements of SEO, 
many of which are repetitive, there are literally hundreds of 

automation tools (software) which do things for you.  Because SEO 
is always changing, they get outdated quickly so tread carefully.  

One tool which has stood the test of time, which automates a 
massive amount of the SEO process and is regularly updated is SE 

Nuke.  Again, make sure you have the latest information on how 
best to drive this tool.  It is very powerful, when driven correctly.  

The SE Nuke blog and training gives the best up to date info on how 
to use it. 
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So there are just 2 examples of software being used to automate 

tasks and processes which would otherwise take a lot of man-hours 
to complete. 

 
With automation, you can either purchase software, or consider 

having your own automation software designed and built for you.  
This is a very specialist area which is not within the scope of this 

Outsourcing Exposed book but consider it.  Could software be 
created for you to fully (or mostly) automate the process or 

system? 
 

So before you start outsourcing, first you need to  
 

 Eliminate, 
 Systemize and 

 Automate 

 
Once you have eliminated the inefficient processes, systemized your 

business, and used automation software tools wherever possible, 
now you need people to run those systems and run those 

automation tools.  Even where you have a great and clear system 
and where you have the best software, you still need people to run 

those systems and software tools. 
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Get Started Outsourcing 
 

So a major benefits of outsourcing are to … 
 

1. Get more done 
2. In less time, and 

3. Reduce costs 
 

When you outsource optimally the cost is just a tiny fraction of what 

it would cost you to employ someone locally. 
 

Onshoring is different to offshoring outsourcing.  You see, there are 
countries out there where the cost of living is simply lower, such 

that they don’t need a massive salary to live quite nicely. 
 

What you might pay for your own months rent, someone in another 
country could live VERY nicely on for a whole year. 

 
And I am not talking about just surviving or just getting by.  They 

will live very nicely on that money. 
 

This is the nature of a global economy. 
 

So you can pay your outsource worker a few hundred dollars to 

work for you full time, 40 hours per week, to do these business 
tasks for you. 

 
DEFINITION: 

 
People often get tripped up thinking they are outsourcing, when 

they are actually ‘out-tasking’. 
 

Out-tasking is usually what happens on task hubs like Elance.com, 
Guru.com, Freelancer.com etc. 

 
These are sites where you put up a project outline and service 

providers (people or companies) put in their ‘tender’, their bid, to 
do the work.  These are usually a defined-length task, like building 

a site, creating a piece of software, creating a logo graphic etc. 

 
This is NOT outsourcing in its proper definition.  This is out-tasking.   

 
And it has its place in the progress of your business. 

 
First let’s look at out-tasking because it has its place and is often 

what people do before they realise the full value of fully outsourcing 
to full-time team members. 
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If you already know a little (or enough) about out-tasking then 

please skip this section or skim read it.  Just remember that many 
do not understand the difference, or how to effectively out-task. 

 
NOTE:  There are other Micro-outtasking sites where the task is 

smaller and more defined, often to the point of it being a 
commodity.  These are Microworkers.com, Amazon’s Mechanical 

Turk, and (less of a commodity) Fiverr.com.  These do have their 
place in your business, for certain functions.  

 
If the task you need done is relatively small, it is worth checking on 

Fiverr first, because it will likely be cheaper for you, and also easier, 
because the hiring process is much easier (you don’t need to 

‘tender’ out the job post, as outlined below).  Just go to Fiverr.com 
and search for the job description. 

 

Try a few variations of the job description, if at first you don’t find 
anyone who can do what you want. 

 
Commodity-task sites like Microworkers.com and (in the USA) 

Mechanical Turk at mturk.com are where you can get clearly 
defined tasks done repeatedly by different people, such as Facebook 

likes, Twitter posts, social bookmark your site or site reviews.  This 
is a quick, easy way to get such tasks done by many people for a 

low cost, all in a short period of time. 
 

Fiverr 
 

Fiverr needs its own separate section because it is so quick, so easy 
and so cheap to get small tasks done.  For only $5 before now I 

have had professional voiceovers done and company logos made.  

It is a no-brainer to try to get your small tasks done on Fiverr 
where possible.  Good tasks to use Fiver for include, blog post 

image creation (a bespoke image to portray your post’s main idea), 
logo image creation, voiceover, social media content writing and 

many different small advertising methods.  Have a look on Fiverr 
and browse around to get ideas for how it can help you with your 

business. 
 

For larger tasks, we need to look at how to out-task effectively… 
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How to Out-Task Effectively 

 
Elance or Freelancer, oDesk (now UpWork), Guru or others similar 

are all more or less the same. Personally, I prefer Elance of all of 
them simply because I know and have used the system for a few 

years. When I say Elance here, the same applies to these others. 
 

It is not proper ‘outsourcing’.  But I do use and recommend using 
Elance for certain functions and tasks.  Namely single, small, 

specific and non-repeating tasks (or only occasionally repeating 
tasks). 

 
2 main types of professionals you might want to consider there 

are… 
 

1. Programmers 

2. Graphic Designers 
 

Maybe you want someone to program you a certain script or create 
some software for you. 

 
Maybe you want someone to design and make your company logo 

or your website design. 
 

It’s not something you are likely to need someone to do full-time for 
you month-in month-out. 

 
Here is how you do it using Elance.  I have used their system for 

years and know it well, which is the main reason for 
continuing.  The others are equally OK, with minor variations.  The 

Elance site interface is simple and easy to use. 

 
Elance and the others are like a business dating agency crossed 

with eBay.  You post the job outline you want done.  Service 
providers - people who can do that job or task - offer their bids, a 

price for which they will do the job (and usually an outline of how 
they would do it and of their expertise etc). 

 
You then decide which, if any, of the providers you want to hire. 

The trick is knowing who to hire. 
 

Writing The Task Outline - What To Ask For? 
 

In your ‘job post’ (task post), give as much detail as you can, while 
being aware that the information will be publicly available to others 

- possibly your competitors, possibly to someone who might want to 

steal your idea.   
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So write your job post accordingly, giving the service provider as 

much detail as they will need to make their bid accurately so you 
don't have to go back and forward explaining it in greater detail to 

them. 
 

Don't give away your secrets in the job post.  You can talk with 
different providers using the text messaging service with Elance – 

and that is private, not public. 
 

Similarly, if you don't want your competitor to know what you are 
doing, either be vague and undefined in your post, and/or make 

sure your account username, which will be publicly viewable with 
the job post, does not contain your business name or is identifiable 

to you. 
 

But in general, there is unlikely to need to be much secrecy.  If it is 

a ‘build my website’ project, just outline what you need.  If it is a 
graphic task, just outline what you need. 

 
In your job post, ask for specific details which they have to respond 

to.  More on this later. 
 

 
Who to Select? 

 
Don't choose the cheapest one necessarily.  Sometimes this can be 

OK – sometimes it is because they are inexperienced or poor 
quality. 

 
I have fallen foul of this a while back in the past, and it was the 

most horrible experience of my entire outsourcing business life.  

The job took months longer than it should and months more after it 
was supposedly ‘finished’ as we found more and more bugs and had 

to get them to fix it.   
 

I had to constantly threaten to make a formal compliant about them 
to Elance and this was the only thing that gave them the necessary 

‘kick up the butt’ to fix the problems.  
 

A painful, horrible experience – not least because I could not launch 
the website for months – which cost a lot more money in revenue 

not earned than any savings made from choosing the cheapest 
provider! 

 
Plus in the end I had to pay my regular (trusted and previously very 

busy) programmer to correct the errors, which cost me about half 

the project cost again! 
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So choosing the cheapest is not necessarily a good option.   

 
There is usually a reason they are the cheapest. It might be that 

they are not very good.  But it might equally be because they live in 
a country where such an income is good money to them.   

 
So be aware of the differences between countries' living costs… 

 
 

Cultural Differences 

 
 

For programming, from experience, I would recommend Ukraine 
and other Eastern European countries.  I have also had *OK-ish* 

experience with Indian programmers.  But Ukrainians top my 
favourite list for Programmers. 

 
NOTE: You should be aware of cultural differences between people 

from different countries.  That is another way of saying be aware of 
the gross generalizations and stereotypes of certain nations ;) 

 
But be aware nonetheless. 

 
IMPORTANT NOTE:  The points of view and generalizations of 

cultural differences outlined here are based on years and years of 

personal experience.  I fully understand that not 100% of an entire 
nation is going to be the same – this is a generalization, based on 

years of experience, so don’t take offense at the over-
generalizations here.  This is aimed to help you hone down your 

hiring, to help you make more money and to grow your business. 
 

From experience, Indian people on the whole tend to hate saying 
‘no they cannot do that’, that they cannot provide such-and-such a 

service, or that it won't be ready this week for example. 
 

So instead they tend to say "yes I can do that, yes ok, yes we will 
do it in a few days" - when actually they can't.  It's very frustrating 

and a waste of your time, usually days or weeks, as it transpires 
that actually, they can't do it when they said, or maybe at all. 

 

The way around this is education and communication. 
 

I would regularly repeat to my Indian people that it is more 
important to most 'western' cultures and people to be updated, kept 
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in the loop and to be told the truth, even if it is a harsh truth, rather 

than to not hear any news of a project, or to be told unrealistic 
timescales of when it will be ready, or that they simply cannot do 

it.   
 

Tell them that you would rather hear if they cannot do something or 
if there is a delay, and that this is ok, but that you need to 

know.  Or that it will not be ready for another 3 weeks - but that it 
WILL be ready in 3 weeks.  Tell them that you need accurate 

timescales so you can work the rest of your business around this. 
 

The important cultural considerations of Philippine people are 
outlined further below (they are not outlined here because Filipinos 

are excellent at outsourcing, rather than out-tasking).   
 

Eastern European people tend to be focused and very direct - some 

might say 'blunt' or ‘rude’.  They get straight to the point without 
fluffing around with social niceties or talking about other 

things.  They are far more likely to give it to you straight and say 
"no, it cannot be done" “it wont work like that” or "ok, but it will 

take 3 weeks" 
 

Look upon this as a good thing - you're getting straight to the point 
and getting more work done. If you know it’s not going to work that 

way, then you can sooner get to a solution or plan that will. 
 

On the whole the English language ability from those 3 nations is 
usually either quite good or, in the case of the Philippines, excellent! 

 
If you are likely to want to hire the same provider again, assuming 

they are good enough, then keep this in mind during the hiring 

process. 
 

Preferred Supplier 
 

And this is a good idea, to have a 'preferred supplier' who you just 
send the next task/project outline to and ask them to quote, and if 

the price is ok and they are able to do it, you just say "go ahead 
and do it".  This is then much quicker, simpler and easier for you 

and your business, rather than going back to Elance and starting 
the whole process again. 

 
Filtering 
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Usually, the preferred technique to achieve this on Elance is the 

'small task'.  Before you hire a provider for the main task you want 
done, put up a job post for a small, test task, so you can check and 

test the quality of their work AND their communications skills 

(equally important - there are few things more annoying than a 
provider not communicating with you - either not communicating 

effectively and clearly - or not communicating at all!). 
 

And TELL them that this is a small test task before you decide if you 
will give them the job of doing your main project, AND that you are 

looking for a future relationship with your provider so you can just 
call on and give them the job. Tell them that you will be rating them 

on the technical skills AND their communication skills, and how well 
they update you about any positive or negative progress 

 
You will find you get much better quality of work and service if you 

tell them this ;) 
 

Because they will want to get your future jobs.  And they will work 

better and harder to achieve that, to make sure you will want to use 
them again 

 
So you might want to avoid the most expensive and the cheapest 

provider. 
 

Instead, what is more important is their technical skill to do your 
job, and their communication skills - that they communicate clearly 

and quickly. 
 

Check out their Elance profile which should hopefully show some of 
their previous work completed, and also have some reviews from 

their previous clients.  Read them all and take a view on whether 
they have the technical skills AND the service/communication skills.   

 

If they don’t, it is hugely frustrating, trying to communicate with 
them, because their English is not good enough or because they are 

slow or non-existent in replying. 
 

Use the Elance messaging system to ask them questions and if 
they don't respond within 24 hours, don't use them.  You want 

someone who responds quickly so you don't get long delays in the 
project. 
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One thing you will also probably experience is the blanket cover-all 
response bid of "yes we can do your job, we are experts.  Here are 

our credentials"... 
 

... When in reality they clearly have not fully read your job 
task/brief. 

 
To get around this, in your job brief, ask them to reply in their bid 

with exactly how they would do this task.  This means they are 
forced to give specifics of the way they would do YOUR project. 

 
Then, if you get any non-specific responses and bids, ditch them - 

they clearly haven't read the job outline and can't follow clear 
instructions - not someone you want working for you. 

 

You can also use a special codeword in your project outline, and 
insist that they quote this codeword in their bid offer, so you can 

prove to yourself that they have clearly read what the project is 
about, and can follow such instructions. 

 
Another technique you can use is to ask in the job post, what colour 

the sky is where they are.  They will have to pay attention to 
answer this within their reply. 

 
So, use the Elance review system and check out their profile to see 

if they are well qualified and experienced enough to do your 
job.  Ideally their profile will show that they have done other similar 

jobs, and ideally give a link to that other project's website. 
 

With all of this outlined above put together, you should be able to 

filter out the time wasters and get to a good provider and test them 
out with your small task, then test them with your main job. 

 
And yes, you will need to pay them for the small test job.  Don’t 

expect them to work for free.  You will get poor quality workers that 
way, plus it sets a bad ethos between you and them.  You want 

someone good who you value. 
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Communication Skills 

 
You should use Skype text instant message chat (install Skype onto 

your computer and phone) to get a better picture of their 
communication skills – both their English ability, and their general 

communication style – that they respond quickly and can 
understand your instructions without ambiguity. 

 
At the same time, you should be aware you are communicating with 

someone for whom English is not their first language.  Try to think 
whether the words you are using might be ambiguous. 

 
Don’t say “can you make it right?” 

 
“right” is ambiguous – does that mean “right-hand side” or “right as 

in correct”? 

 
They might think you mean “put it on the right hand side”. 

 
Instead say “please fix it” or “can you make it work in such a way” 

 
There are many similar words in the English language (homonyms 

and the like) which can be misunderstood by someone whose first 
language is not English because they have more than one meaning. 

 
Another example: 

 
“Can you…” might mean “are you in theory technically able…” rather 

than “Please do this”. 
 

Ie “Can you…” might mean “Do you have the ability to do this” or 

alternatively, “Please do it”. 
 

Similarly, if they ask you a poorly-structured question, think how 
you can answer it without ambiguity. 

 
For instance how would you answer “I think you didn’t set up the 

email?” 
 

You could grammatically answer… 
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“Yes” as in “I didn’t set up the email” 
Or 

“No” – “I did not set up the email” 
 

The better answer, without the ambiguity, is simply… 
 

“I did not set up the email”  
Or 

“I did set up the email” 
 

(or whatever the truth is – you get the idea) 
 

I don’t want this to sound like boring grammar lesson – its not.  Its 
about being understood clearly and without ambiguity, so you can 

get the most done, in least time, to make the most money. 

 
Another good example – the use of “Do you know if…” 

 
Question: “Do you know if the email was sent?” 

 
Answer: “Yes” 

 
Does that mean “Yes, I do know [but maybe the email was not 

sent]” or “Yes, the email was sent”? 
 

So a better answer might be “The email was sent” or “The email 
was not sent”. 

 
You really need to think through these kinds of ambiguous 

questions and communications. 

 
Use plain simple first-grade language, like you are talking with a 7 

year old, so you get fully understood.  This will reap rewards later 
when you get a completed project without all the wrong things in it, 

and so you don’t have to spend hours more explaining it all again 
 

You should also have a few Skype voice phone conversations with 
them before they start with you. 

 
This will again allow you to assess their English and their 

communication skills.   
 

It will also allow you to get a better picture of whether they are 
technically capable. 
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It will also allow a better bond to form between you.  This will reap 

rewards later.  They will be less inclined to mess you around and 
more inclined to get a good job done for you. 

 
They are human.  Treat them as such.  You will make a much better 

hiring decision because of all this. 
 

Then hopefully, if they have proved themselves worthy, stay in 
contact for any future projects. 

 
Business Outline - Context 

 
At this stage, I usually like to give them a brief outline of our 

business as a whole unit, to give them the context, and how this 
project or task fits into the whole unit.  We have a document that 

outlines who we are, what we do and who we serve, which is given 

to all team members. 
 

This will allow them greater clarity and understanding of their work 
and your business.  It will also help to overcome any hidden 

ambiguities, because where something is a little ambiguous, they 
can put it in context of your overall business, and work out what 

you are most likely to want done. 
 

It also means that they can come up with alternative solutions and 
suggestions which might be even better than what you had 

originally planned. 
 

This also has the additional advantage of making them feel part of 
the whole process, rather than blindly doing part of the task.  As 

such, they will bond with you more and feel more inclined to work 

with you and help you again in the future. 
 

To this end, you might consider creating a 1 or 2 page outline of 
what your business is all about and what it does.  You can then use 

this same document for other people you out-task and outsource 
with in the future. 

 
As an extra, I always keep notes of their birthdays and their 

personal or family situations.  I use www.birthday-reminders.com 
(free) to store their birthdays (it sends me an email warning me 1 

week in advance of their birthday) and then I always drop them an 
SMS text message, birthday card or send a present to say Happy 

Birthday.  Everyone loves to get such birthday wishes, and it makes 
great business sense. 

 

Again, it will mean better growth for you business.  They will more 
likely want to work for you again and again for each of your tasks. 
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But remember, Elance (and all other similar out-tasking sites) is 
NOT the best way to find people to run your business for you. Its 

purpose is getting occasional tasks done for you. 
 

Elance is NOT the ideal way to have someone do all the steps within 
your Internet Marketing business. 

 
For that, you should find full-time, effective and cost-effective 

people to do it for you. 
 

This brings us to proper outsourcing. 
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Outsourcing (Not Out-Tasking) 
 

 
 
So we’ve looked at WHY outsource… 

 
It’s cheaper, you can get access to great skilled, clever people to 

work in your business long-term and do those tasks and processes 
for you so you don’t have to, to build your business income 

profitably. 
 

But where and how? 
 

As with out-tasking, for outsourcing (full time) similar elements 
apply… 

 

We are all human beings.  Some countries do lend themselves to 
certain skills and certain countries on the whole have people more 

or less equipped to do certain tasks and certain full time jobs. 
 

There are cultural differences from the geography, history, 
demographics etc which make some countries ‘made’ for 

outsourcing. 
 

Cultural Differences With Outsourcing 
 

NOTE: Please do not ignore these on the pretext of “oh, this is just 
generalising or stereotyping an entire nation” or “this is 

xenophobic”. 
 

Cultural differences exist.  That is the nature and joy of the world.  

If we were all the same, the world would be a far more boring 
place. 

 
Yes, we looked at cultural differences earlier in the out-tasking 

section, but just in case that was skipped, and because it is so 
important for outsourcing, let’s dive in deeper here. 
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This outline of cultural differences pertains specifically to 

outsourcing, and is based on many, many years of experience with 
many different people, tasks and business processes. 

 
So pay attention to this – it will pay you well. 

 
Earlier we looked at some cultural differences when out-tasking to 

Indian and Eastern Europe (Ukraine, Romania etc). 
 

India tends to have a culture of “say yes you can”, rather than “no 
you can’t”, even if you can’t.  When you ask if they can do a certain 

task for you, the tendency is that they don’t like to say no.  So you 
get told yes they can do something – then a month later when it is 

not done, you get frustrated and disappointed.  It takes rigorous 
communication skills on your part to get over this.  We covered this 

in the out-tasking section earlier – the same applies for outsourcing. 

 
In Eastern European countries (eg Ukraine) the tendency is the 

opposite.  Usually, they are straight to the point, possibly forgoing 
the usual social niceties.  You will more likely get a straight “no, it 

cannot be done”.  This is often mistaken for bluntness. But they will 
usually simply tell it like it is. 

 
And this ‘black and white clarity’ nature is probably one of the 

reasons that some of the best Programmers we have ever had in 
our Team are from Ukraine. 

 
If you need a full time programmer, you could do a lot worse that 

hire from Ukraine.  My lead programmer is Ukrainian.  I have 
worked with him for many years and he is not only excellent in 

terms of technical skills, he is also completely trusted.  He holds my 

credit card details (for making test sales) and he recently came and 
stayed with my family for a week while he visited the UK.   

 
It was hard work because of the language barrier and the cultural 

differences and definitely confirmed the cultural difference 
‘stereotype’ – I helped explain to him that western people tend to 

say “please” and “thank you” more than they do in Eastern Europe.  
But it was a great experience after working remotely for so many 

years. 
 

By way of looking at another example of geophysical and cultural 
differences lending themselves to outsourcing… 

 
Now let’s consider what you really want as your ideal outsourcing 

team criteria… 

 
Outsourcing Ideal 
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1. People working for you in another country, working full time, 
8 hours a day, 5 days a week. 

 
2. People who do a great job AND are very happy to be paid a 

TINY fraction of what it would cost you to employ someone 
full time in your country, local to you, because the cost of 

living in their country is way lower. 
 

3. People who speak excellent English, almost as their native 
language. 

 
4. People who are dedicated, hard-working, with good work 

ethics - and are loyal to you. 
 

5. People who just want a job and will work hard for it. 

 
6. People who don’t bail on you and wont flit to another job 

 
7. People with good learning skills to copy, repeat and do what 

you train them to do (you give them the coaching course and 
they will get it ALL done for you. 

 
8. People who will get online and stay online and just do all this 

stuff for you, so you don’t have to. 
 

What country am I talking about? 
 

…. 
 

……. 

 
………. 

 
………….
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The Philippines. 

 

 
 

 
 
The Philippines is located to the south of China, and north of 

Indonesia 
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You would be forgiven for wanting an excuse to go visit your new 
Expert Team in the Philippines! 

 
And very soon, you will see why we call them your Expert Team… 

 
They will soon be trained up and ready to run sections of your 

business for you. 
 

Here’s why… 
 

The Philippines is an ex-Spanish and then ex-USA colony which 
has so many islands (7,107) and local dialects and languages (171) 

that English is the bridging language between the whole of the 
country.  Consequently there are many Philippine people whose 

English is impeccable.  

 
And there are many, many thousands whose English is perfectly 

adequate to operate within YOUR business team, doing the various 
tasks and processes that you need done. 

 
Philippine people often have a culture of serving and of doing a 

great job.  Often they do not take failure well, so can be highly 
distraught should they ever make a mistake.  You get over this with 

education and communication.  More on this later. 
 

Philippine people (on the whole) are hard-working people with good 
work ethics who just want a job to pay them money each month 

and are (generally) not entrepreneurially minded.  So they will 
continue to work for you in their 'job'. 

 

In fact, from my experience, they tend to be hugely apologetic if 
they do the slightest thing other than the perfect job - even if 

personal or family issues arise. 
 

I have even had apologies for them suffering from severe 
weather.  A typhoon had washed away most of their street and still 

one of our team apologised for being unable to work that day! 
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I’ve always taken a very human approach to this situation or 
anything similar.  For me, they can have all the time off they need 

in such situations.  If it is longer than a few days you might want to 
consider paying them pro-rata slightly less that month.  But if it is a 

day or 2 in a month, I would usually rather just look after them and 
pay them in full.  Usually, they will make up the time on other days 

or at weekends. 
 

And on the whole, Philippine people are very good at following 
instructions if they are given clear instructions and training, and 

then repeating the task you have asked them to do. 
 

What are Philippine people good at? 
 

Pretty much all ‘Internet Marketing’ tasks can be done by your 

Philippine Expert Team member.  Think about it… 
 

They have good English, good technical IT skills, good internet 
access (broadband) and a computer and telephone. 

 
You can literally just give them your online training materials (more 

on this later) and they can go through the videos and the text 
instructions, and then do everything for you. 

 
Philippine people tend to be good at ‘administration’ type work, 

administering your business from their computer. 
 

In essence, if the task can be done on a computer and/or over the 
internet – or even on the phone - then chances are that they can do 

it for you. 

 
And many Philippine people are great content writers. 

 
In fact, some of the best article writers I have ever used are 

Filipinos! 
 

This is probably one of the principle reasons you will start to hire 
your own team members from the Philippines – to write content 

articles for you and your business. 
 

I currently have Philippine people who work for me full time writing 
our articles.  2 are 100% writing articles, for all their work 

hours.  Another team member writes articles about 50% of the time 
and with the other 50% of his time, he publishes and promotes the 

articles. 

 

http://www.expertteam.co/


 

Copyright © Expert Team 

For full Outsourcing hiring strategies, candidates and training watch ExpertTeam.tv 46 

He does everything that needs doing to the articles he and my other 

article writer creates.  He then also does the Backlink Enhancing 
processes as well. 

 
Plus he answers customer service emails. 

 
Awesome dude and I love him for it. 

 
And I make sure I look after all my team because they are great 

people.  I just sent my article marketing guy a big box of children’s’ 
clothes because he has a 3 year old son.  And he is about to get a 

big box of other goodies soon because his wife is just about to give 
birth their second child. 

 
So look after them well and you will be rewarded with hard work 

and loyalty for a fraction of the cost of employing someone local to 

you. 
 

Now, one caveat/aside I want to say.  To be honest there are 
certain things that a Philippine person might not be best suited for. 

 
From my experience, we have yet to hire an excellent programmer 

from the Philippines (programmers write the clever code that does 
clever things behind websites.  You probably won’t need one within 

your business).  That is not to say great Filipino Programmers do 
not exist.   We will probably find and hire one soon. 

 
Most people don’t really need a full time Programmer. Programming 

is usually a task-based thing.  You don’t need it all the time 
(mostly).   

 

Usually, you need to get a specific thing done like build a new script 
that does a certain thing.  Then once it is built you don’t need a 

programmer for a while. So there is no need to hire one full time 
(unless your business is constantly churning out new scripts etc). 

 
If you need to hire a programmer (or graphic designer) for a certain 

task, use Elance or the like.  We looked at specific out-tasking 
strategies earlier in this book. 

 
Some other downsides, from experience, of outsourcing with 

Philippine people? 
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The Weather 
 

 

 
 

The weather there can be erratic and cause them to lose their 
internet connections occasionally.  It depends on where they are 

within the Philippines.  Some parts get more crazy weather and 
typhoons etc than others.  The east islands seems to more so. 

 
Because of this, I bought my main guy a diesel-driven power 

generator (only about $150) so he could continue working even 
when his electricity to his house is down. 

 
(Typically, as per Murphy’s Law, since I bought it for him, his 

electricity to his house has hardly gone down!  So be it.  At least I 
know should the power go down, he is still OK). 

 
And because I did this, he is even more loyal and dedicated to work 

for me and within our Expert Team. 

 
Another downside of the Philippines? 

 
The culture of service can sometimes be too strong!  Is that 

possible? 
 

Well, yes, when this is the result... 
 

The Disappearing Act – Going AWOL 
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Philippine people want to serve you well and do a great job so much 

that if they feel they have failed (note - not necessarily if they 
actually have failed) then sometimes they feel so embarrassed, 

such an overbearing failure and cannot face it that they will literally 
go out of contact - maybe never contact you again. 

 
This is really frustrating and it does happen occasionally – and there 

are 2 main ways we get around this. 
 

1. Education.  Right up front before they start working with us, 
we tell them that it is ok to make the occasional mistake, so 

long as they fix it and don't make the same mistake 
again.  Tell them that communication is more important and 

that updating you on the situation daily - even if it is bad 
news - is ok and what they must do 

 

2. Communication. If and when it does happen and you don't 
hear from them for a day or so, contact them and ask for an 

update and again repeat that it is ok to make some mistakes 
occasionally, they just need to fix it or find a way to fix it 

(whatever 'it' may be) 
 

In addition, there are some important processes that you should 
insist your team work to.  These processes help avoid any 

disappearing act, keep you in the loop, build team bonding and 
helps you catch any pending problems… 

 
Your Philippine Expert Team Member won't necessarily be working 

the same hours of the day as you. In fact they probably won't 
(although you can make it a condition of the job, to some extent).   

 

I would suggest you request that they work their first week during 
the same hours as you so you are on hand to Skype type-chat 

(instant messenger) with them, to help them with any training. 
 

And during normal working week, have at least a 2 hour overlap of 
time when you and they are working at the same time. 

 
End Of Day Summary 

 
So insist that they send you an End Of Day Summary (EODS). I 

make it a condition of them getting paid at the end of the month 
that they must send this email EVERY day they work.  You might 

consider outlining that the Terms of them working for you are that 
you will only pay them for days on which they have sent you their 

daily EODS (whether you choose to enforce this is then up to you - 

but it certainly makes sure you get your daily update) 
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The EODS MUST contain the answers to these questions 

 
1. What was achieved today 

2. Any problems or obstacles  
3. What, if anything, they need from you  

4. How can the situation be optimised (short term and long 
term) 

5. What they plan to do tomorrow/next working day 
 

This serves a number of purposes. 
 

It shows them that they must update you daily, that you want to 
know what is going on, that they must achieve the tasks each day, 

that you are keeping track. 
 

And by the nature of the 'any problems and how you will solve it' 

part, it tacitly teaches them that it is ok and not the end of the 
world if they do make a mistake. If they get problems and that they 

can just sort it out and/tell you about it 
 

The ‘how can the situation be optimized or improved’ question 
encourages them to think through how to make things better – and 

in so doing makes them more psychologically involved and invested 
in your company. 

 
The EODS let's you keep track of their progress which you can then 

guide as you see fit. 
 

It quickly allows you to see if they suddenly go out of 
communication because suddenly you have stopped getting the 

EODS emails each day.  Then you can contact them. 

 
It means you can manage your whole team's tasks and overall 

progress, individually and inter-relating with each other 
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Team Management 

 

 
 

And do make sure your team are talking with each other.  It makes 
them feel better, as part of a team and it means you don't have to 

be the bottle-neck of any process, waiting for you to pass a task 
from one Team member to another 

 
There are a number of team management software tools which help 

you manage your team's tasks within an overall project – “project 

management software”. 
 

Some that often get used are BaseCampHQ, ActiveCollab or the free 
opensource DotProject, Project-Open.com, RedMine.org, Collabtive, 

ProjectPier.org, Google Docs and DropBox. 
 

You can find a handy comparison of free open-source project 
management tools here 

http://en.wikipedia.org/wiki/Open_source_project_management_so
ftware  

 
Personally, I don't use them much (we’ll get to what we do use in a 

minute), but I am blessed with one main awesome dude who also 
operates as a Managing Director or Team Leader for them all. 

 

You may find ProjectPier to be easy, intuitive to use and free. 
 

But you DO need to work out your own system that works best for 
you and your business.  This will evolve over time – and it should.  

It might start with simply using pen and paper to keep track of who 
is doing what and the overall project.  You may find that some of 

the project management/collaboration software works well for you 
and some just doesn’t. 

 
You will probably find Slack very helpful as it records the chat 

history and allows document sharing. 
 

Over time you will have more projects on the go, and more people 
running them.  For this, you need some system of project 
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management.  You may in addition, need the collaborative element 

within the project management tool, so your team can talk to each 
other. 

 
I would suggest that if you have fewer than 5 Expert Team 

members (maybe as much as 10) then you may not particularly 
need the team collaboration project software – it depends on the 

nature of the project – whether it is copy and repeat, or more 
complex. 

 
I usually just use Skype (voice and text) and email.   

 
If the tasks are fairly repetitive, such as article writing and 

publishing and using software tools etc – then once they are 
trained, then there needs to be minimal team management. 

 

Obviously it is when you have a new specific project which your 
team will be unsure of, that you need project management software 

to organise it all. 
 

BUT – group communication IS a wise move – to update everyone 
on the whole project or company’s progress. 

 
We do use Google Docs and DropBox, for passing files (articles, 

spintax articles, graphics, project plan documents etc). 
 

FREE Secure Intranet 
 

I am going to give you the quick and easy way to set up your own 
secure intranet, without investing the thousands that other 

companies do.  This doubles up as your team collaboration 

software. 
 

This means you will have a secure area which is only available for 
your company team, so they can plan and communicate with 

themselves and you. 
 

For your purposes, until you have a team of over 30+, this should 
be sufficient, or certainly to start with. 

 
NOTE: This is comes after many iterations and trials of us using 

different services and software, trying many of the free and paid-for 
project management and collaboration software tools listed above.  

Here is the solution that works best for us. 
 

On a subdomain, subfolder or even root folder if you want, install 

WordPress. You might like to get a separate new domain for 
example YourBusinessNameTeam.com.  In the WP admin area, left 
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menu, under Settings then Privacy, select “Ask search engines not 

to index this site”. 
 

Then install the Wiki Lite plugin (free version) or this.  Then create 
a new user for each of your team.  Then create a new page for each 

of your team.  This will allow each of them to have their own Wiki 
page, where they outline and update their ‘To Do’ list.  Put top-

menu navigation to each of these pages.  Also create a new page 
called Team Talk (see below). 

 
Now install a plugin to password protect this whole WordPress 

installation.  Use this plugin or this.   This means that no-one can 
see or read your site unless they login at this first login page (which 

is one password) because you don’t want external prying eyes 
seeing what your team strategy is.  Once logged in passed this first 

‘hurdle’, a user can read the site, but not update anything.  Then 

each user logs in with their own username and password, so they 
can edit their projects etc. 

 
Now your team can put up their daily tasks and what they have 

achieved.  This enables them to keep better notes for their End Of 
Day Summary report.  It also means it is far easier for you to login 

and see what everyone is doing, in a few clicks.  It is also a lot 
easier for me to do if I am on the road or away from email etc. 

 
Work Tracking 

 
You might want to consider some outsourced work-tracking 

software to spy on exactly what they are doing.   

 
Before you do, read the tutorial and watch the video here. 

 
Work-tracking shows you what their screen is showing at any given 

time of the day. RescueTime is one you might want to look at.  If 
you are worried about anyone getting paid by you but not actually 

working or goofing off etc then it might be an option. It shows you 
what they are doing - plus it tells them that you are watching... 

 
Personally, I don't use any such spying software, for a number of 

reasons... 
 

I have enough trust in my Team to know they will get the job done 
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Them feeling like they are being spied on might be counter-

productive and make them feel unhappy.  A happy person is a 
better and more loyal person within your team. 

 
My team work to expected achievement-levels each day which they 

must achieve, and are realistically achievable within an 8 hour 
working day.  

 
For instance, I expect a decent article writer to produce one brand 

new article per hour, so 8 per day (unless it is to be a longer, top 
quality article, then it might take up to a day to get everything top-

notch perfect, with images etc).   
 

Or to properly spin a new article should take 20 minutes or so.  
Which means 3 such spun articles per hour.   So I have my article 

writers also spin the articles.  It is a perfect blend for an 8 hour day 

to spend 6 hours writing 6 hours – and the remaining 2 hours to 
spin those 6 articles properly.  

 
This means that if they want to goof off, then they won't hit their 

task achievement-levels (call it 'targets' if you must) and there is 
therefore the possibility of not getting fully paid (or whatever you 

agreed with them.  Make sure you agree on such details BEFORE 
they start working with you) 

 
If daily targets are going to be hard to meet then you might want to 

make RescueTime.com a criterion of working for you.  This will 
depend on the job role.  For instance it is harder to set a 

Programmer or Graphic Designer daily targets.  So you either pay 
them per completed project – or if you hire them on a full time 

basis, then use RescueTime. 

 
Weekly Team Talk 
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This single concept has made a massive difference in the cohesion 

and productivity of my team.  I strongly recommend you implement 
it as soon as possible. 

 
Simply get all of your team members on a Skype conference voice 

call.  The current maximum number of people on a Skype 
conference call is 25 (although your internet bandwidth may restrict 

you to fewer than this). 
 

So you need to grow your team quite a way before you outgrow the 
joys of free Skype calls  

 
Here’s how I run our Tuesday Team Talk… 

 

The call is scheduled for Tuesday 10am UK time, which is Tuesday 
5pm Philippine time.    

 
Before then, usually the day before or 30 minutes early, I call my 

Managing Director (they tend to prefer to use the word “Team 
Leader”) in the Philippines (he started as an Article Writer with me, 

and I grew his position as I saw he had talent).   
 

We outline any specific agenda for the Team Talk, whatever we 
need to talk through, plans, change of direction etc. Anything new 

to tell everyone. 
 

For the Team Talk itself, I get on Skype and add everyone into the 
Group and call the Group.  After a quick catch-up of everyone’s 

personal well being etc, I run through the agenda and go through 

any new plans.  This will be as detailed or as thin as is needed.  
Sometimes this part is not necessary, if we are all on longer 

projects and we are in the middle of it so we are just continuing 
with the larger plan. 

 
Then we each talk through what we achieved in the last week, any 

obstacles, anything needed to overcome this.  You will notice this is 
similar to the End Of Day Summary email concept outlined above.  

This part of the Team Talk is a summarised version of the week’s 
daily End Of Day reports.  We each state what we have done in the 

last week, and what our plans are for the coming week. 
 

Also, prior to the call, each team member is expected to have 
prepared this weekly summary as a 5-6 bullet point summary, 

which is Skype-messaged to the main note-taker. 

 
Even when there is no ‘Agenda’ part of the call, we still always have 

this weekly Team Talk because of one simple reason I have 
discovered… 
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It brings the team together, and they are more productive and 
happy for it. 

 
2 people within the team take notes from the call – my Managing 

Director plus one other (it happens to be my Social Marketing 
Manager).  After the call the MD threads both notes into one 

meeting summary (think ‘meeting minutes’, but without the usual 
boring bits that meetings can involve). 

 
We keep it upbeat, entertaining and flowing.  The minutes reflect 

this.  Quick and punchy. 
 

The notes are published on our secure intranet and everyone is told 
when they are live and ready, so everyone can go over them and 

remind themselves what they need to do, and what others are 

doing etc. 
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Training 
 

 
 
In the early days when a new team member starts, you should work 

closely with them, training them on the tasks and what is expected 
of them.   

 
You can also give them access to specific training material to train 

them – which saves a massive amount of your time.  More on this 
in a moment… 

 

I also put them in contact with other relevant Team members.  
 

All this has the effect of them knowing what to do and what is 
expected.  Other Team members can also show/teach them the 

work ethic that they cannot goof off and that it is all about getting 
the job done.  The weekly Team Talk Skype call also serves this 

same purpose – so they know you are a serious business, working 
together. 

 
HANDY TIP: 

If you have a new task to start within your business process (eg 
you get some new software), first if possible give it to an existing 

member of your team. As their task list inevitably grows over time, 
and they have too much to do, then hire a new person to do that 

task which your existing team member has been doing – but have 

the existing team member train the new person. 
 

This has 2 main benefits… 
 

1. You don’t have to teach the new person.   
2. The existing team member already knows and understands your 

business.  So when they are first learning the new task, they work 
out how it fits into your business as a whole.  They can then later 

teach to your new team member both the task AND how it fits into 
the business as a whole.  Do not underestimate the importance of 

this. It’s all about context. 
 

One really important thing that I have hinted at but let's be clear 
on... 
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LOOK AFTER YOUR TEAM 
 

Seriously, look after them really well.  Make sure they are 
happy.  Do not fall into that terrible, horrible trap that some people 

who outsource sometimes do, of thinking them less than 
human.  Your Team are real, live human beings.   

 
Just because they work for a tiny fraction of what you would work 

for doesn't make them any less human.  It just means that they live 
in a country where the cost of living (buying bread, vegetables etc) 

is cheaper and that small amount you pay them is enough for them 
to live an OK life there. 

 
If you've ever been to another country and bought a beer for the 

equivalent of about $0.20 then you will know what I mean. 

 
So look after them.  Treat them well and with lots of respect.  I 

send my Team gifts where relevant and appropriate, either for 
reasons in their personal life (eg new baby), or as a 'Thank you and 

well done for a job well done'.  I send Christmas cards and/or gifts. 
 

Not only is this just the decent human thing to do, it also comes 
down to a bottom-line money reason. 

 
You can learn more about the power of this concept on this blog 

post here. 
 

They will feel happier and more loyal and hence work harder for 
you, and probably longer hours.  I know for a fact that my main guy 

works longer hours than he is strictly supposed to. 

 
And I make sure that I reward him for it.  I pay him extra.  I 

recently sent him a wireless router unit for him to use his laptop 
outside in his garden if he wants. 

 
It is a good idea to slowly increase their monthly pay.  Not by 

massive amounts but an in increase of $10 to $20 each month that 
they are working hard for you (or every few months) - or a raise of 

$50 every 6 months for example - will really show them that you 
appreciate them and their work.   

 
…Which means happier people and better work from them. 

 
And let's be honest, an extra $10 or $20 cost to you is really not 

going to break your bank - certainly not by the time you actually 

come to be in this situation. 
 

http://www.expertteam.co/
http://www.outsourcingexposed.com/209/appreciate-it/
http://www.outsourcingexposed.com/209/appreciate-it/


 

Copyright © Expert Team 

For full Outsourcing hiring strategies, candidates and training watch ExpertTeam.tv 58 

Because by then, you will be getting more done with your team and 

earning a lot more and they will be growing your business for you 
and bringing even more in.  So, again... 

  
TREAT THEM WELL AND LOOK AFTER THEM 
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Tasks 

 
Now, a quick run down of some of the other things you might want 

your Expert Team to be doing. 
 

Obviously, as I've said before, you can have your person in the 
Philippines do exactly EVERYTHING of your internet marketing 

strategies. 
 

Think that through.  Because there are quite a lot of different bits 
there; Niche analysis, domain, web hosting, site set up, WordPress 

setup, plugins, running all the tools, SE Nuke, Facebook, Twitter, 
Hootsuite, paid advertising etc - ALL of it. 

 

A good place to start is to write a short-form diary of just the tasks 
you do in your business for the next 2 weeks.  The tasks and 

processes that you do more than once, these are the things you 
should outsource.  Start from there and over time add more and 

more of what you have previous done to the list of things your team 
members should do for you 

 
Personally, I like to do the Niche Research part, just because it 

interests me and I like to.  But if you do any of these parts yourself, 
you need to consider the business cost of you doing it. 

 
What? But your time is 'free'?!?! 

 
Not so.  What is your time worth? You can either consider what you 

think your hourly rate should be, what you feel it is worth, or 

easier, just take what you earn personally from your business (what 
you actually take out of the bank) and divide that by the number of 

hours you work. 
 

Now, the business costs of you doing any of these tasks which 
someone in your Expert Team could do is the difference between 

your hourly rate and theirs. 
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Let's just imagine your hourly rate is $40 an hour (it will soon be a 

whole lot more, but let’s assume that, just for easy maths). And 
let's imagine your team member gets the equivalent of $1.50 

(about the going starter-rate in the Philippines.  You will increase it 
from there assuming they are good and you have the decency and 

sense to reward loyalty and good work) 
 

So the business cost of you doing that thing which they could have 
done for you is $40 minus $1.50 = $38.50 for each hour you do this 

task. 
 

So long as you are happy to pay that and accept that price of doing 
that thing at you enjoy doing, then that's cool - that's the price of 

doing that fun part. 
 

What else might you outsource to your Expert Team members? 

 
To help you along, here are some notes (not exhaustive by any 

stretch) of what you can have our Expert Team member do for you, 
so you don’t have to… 

 
NOTE this is directly copied from my team activity notes.  Some of 

this might not make sense immediately, but understand this is what 
WE DO, and it massively increases our achievement rates and our 

profit… 
 

TASKS TO OUTSOURCE 
 

Virtual Smart Agent: (this is an awesome tool which can popup as 
an ‘Agent’/person in a chat window when a site visitor is about to 

leave your site, and talk with them, engage them and bring some 
back to buy).  More info here. 

- Checking, clearing and deleting answered questions 
- Improving already answered questions/keywords 

- Noting unanswered questions  
- Adding keyword to existing answers 

- Creating new answer 
- Send me spreadsheet of unanswered with suggestions of what to 

do with them  

 
Customer service emails 

- Standard template answers, copy and paste.  Provide your team 
member with frequently asked questions (FAQ) which potential 

customers email in, together with their answers.  Your team 
member will copy and paste the answers back to the enquirer.  The 

list of FAQs will grow over time, optimizing your outsourcing over 
time. (Also make sure this growing FAQ is published online, so you 

get fewer support requests) 
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Writing articles 
 

Guest Post arrangements 
- Contact host blog, arrange content 

- Write post and arrange images and links 
 

Daily/Weekly blog posts written (fresh regular content helps your 
visitors and also your Google rankings) 

- Proof read 
- Insert HTML 

- Insert relevant, attractive images 
- Add to WP blog and future schedule 

 
Super-Spinning articles in The Best Spinner 

 

WordPress website building 
- Buy domain 

- Buy relevant web hosting 
- Follow training for site setup 

 
Running SE Nuke 

- Own articles 
- Running the software over time 

- (plus many, many other software tools which our team uses and 
you should to, all outlined in the MyExpertTeam.co training 

material) 
 

Reseller finder / JV finder 
 

Find companies with subscriber list of product owners/fans. 

Also find product related sites which use AdSense onsite for us to 
put that site into our PPC account content network 

 
Google Alerts: 

Receive my Google Alerts every day 
Open all links and visit every page. 

Count/tally links in the articles on those pages.  Store this in Excel 
spreadsheet, emailed to me daily plus weekly summary, plus 

monthly summary 
Where possible seek guest post, or place intelligent comments on 

articles with link back to our site (only where super-relevant and 
where we add value). 

 
Industry Emails 

Run through "industry" emails and summarise who is promoting 

what 
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Social Media 

Updating Facebook every day 
Scheduling future Facebook updates 

Scheduling future Twitter updates 
Setting up automation from blog posts to auto-post to FB and 

Twitter 
Researching what content to put into FB and Twitter updates 

Looking for new FB contacts 
Looking for new FB Groups to join 

Looking for new LinkedIn contacts 
Looking for new Twitter contacts 

Joining FB Groups and getting involved, then subtle-promoting 
 

…This is just a start of what you can outsource to your team.  
Anything that can be explained clearly and repeated, can and 

should be given to your team to do. 
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Training Material 

 
 

When a new person joins your team – or when a new process, task 
or software enters your business system - you need to have the 

training in place to get them up to speed and effective as soon as 
possible, while minimising YOUR time. 

 
YES, I strongly recommend you are involved in the process of 

overseeing their training and growth – but you DON’T need to be 
doing the training. 

 
When certain new tools and software comes into your business 

process, hopefully it will come with clear instructions.  You should 
be able to simply give them the tool and the instructions.  This is 

exactly what we do in our Team.  Often I will personally run through 

the training myself, either because I am interested, or because I 
want to have a background knowledge of the process. But I will 

usually only skim through it.   
 

As business owner, you need to know the why and what, but not 
the how. What do I mean by this? 

 
You need to know why your business should execute a certain 

process or strategy.  You should know what needs to be done 
(overview).  But you DON’T need to know exactly how it is done in 

detail (what needs to be clicked, etc).  That part is for your team to 
take responsibility for. 

 
So when your business purchases new software, you should 

understand why it should be used, what the software does it and 

then delegate the ‘how to run it’ part to your team. 
 

Similarly, when your business purchases any new training material 
or strategies, you should understand the ‘why it is worth doing’, 

what it does – and then delegate the implementation of the 
strategies. 
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If you don’t have clear training material to give your outsource 

person or team, then you will need to train them in real-time, 
create the training material yourself or purchase it (to save you 

your time). 
 

There are some specialist training material designed for this exact 
purpose – to give to your outsource team, to train them for certain 

Internet Marketing, general marketing tasks and general business 
processes – so YOU don’t have to train them. 

 
Such training needs to be specifically designed to give to such 

outsourcer team members.  It needs to assume minimal prior 
knowledge, so everything is there for them. 

 
You could train your new team member yourself.  This will take a 

LOT of your own expensive/valuable time.  If you train your new 

team member, what will you do when your next team member 
starts?  You’ll need to teach them too.  This means even more of 

your valuable time invested in that team member. 
 

Not all new team members will prove perfect for the job and for 
your company.  So there may well be instances where you spend a 

lot of time training them… and then they cease working for you and 
leave.  That means more of your time and effort wasted. 

 
So you need a library of training material, whether you create it or 

someone else does. 
 

Having this training material as a resource within your company to 
simply give to your new team member saves you a huge amount of 

your time and attention, so you don’t need to worry about this.  You 

can simply purchase the training and give your team access to the 
training. 

 
Where to get the right training will depend on the task and project 

they need to be involved in.   
 

You will likely need training resources specifically designed for 
teaching your new outsource team member about how to be a great 

outsource worker (in general).  What is expected, the methods of 
communication, the overview of the process.  Don’t worry – we’ve 

got this part covered in our other book “How To Be A GREAT Virtual 
Worker”.  You simply give them this and get them to do what it 

says. 
 

You will likely also need specific training on many different aspects 

of running elements of your Internet Marketing. 
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You can get all this at www.MyExpertTeam.co  

 
Now, you can get some training material elsewhere.  Some of it is 

OK.  I will say this about the MyExpertTeam.co training material… 
 

It is what we use to train OUR OWN team.  This means it is ‘battle 
hardened’.  It has been designed to teach our own team, and has 

proven to do so. It was updated to the latest methods recently.   
  

And that is why I personally can guarantee to you that it will work 
as a training resource that you can simply give your new team 

access to, and they will go from ‘zero to hero’ in a short space of 
time.  This is what we found when we have trained all of our own 

new team members with this same training. 
  

You then simply get them to follow the training and do this work for 

you.   
 

Giving them this training material means it saves you a massive 
amount of time training them yourself 

 
It is best if you have done a little bit of the task yourself - so you 

understand the why and how. 
 

Then you will be able to answer any questions and be on hand if 
they need help. 

 
NOTE – You don’t have to know the ‘how’ to do the process – it just 

helps wit the training.  If someone else in your team already knows 
the ‘how’ to do it, then have them teach the new staff. 

 

This is why with most internet marketing processes, it helps if you 
at least do (or understand) each step once - then give the job out 

to your team.  There is a lot to be said for this approach to team 
leading. 

 
It means they feel they have someone to ask (so long as they have 

tried to find the answer themselves first. And make sure this is a 
stipulation before contacting you - that they have at least tried their 

level-best to find the answer first before they ask you – because 
this saves your time) 

 
And also it makes them feel you are that boss-person that 

knows.  The main man (or woman).  The big cheese.   That’s always 
helpful, if you are their boss. 

 

You don’t necessarily have to go through all such training material 
yourself.  We have a business process in our Team whereby one of 

http://www.expertteam.co/
http://www.myexpertteam.co/


 

Copyright © Expert Team 

For full Outsourcing hiring strategies, candidates and training watch ExpertTeam.tv 66 

the team is designated ‘Training Summarizer’.  When any new 

training system or strategy comes into our business process, she 
skims through it, then goes through it in detail and her target 

output it to create a Summary of the training of about half a 
page of bullet points outlining what it is all about, plus about half a 

page of Action Plan points – the steps that need to be done. 
 

Then each of our team (or the handful of people immediately 
around the person doing the task) reads this 1 page Training 

Summary document that same week.  That is part of their 
education, so everyone knows a smattering of everything.  Then the 

training and its summary gets archived until we are scheduled to 
action it.  Not all new training, tools or systems can or should be 

attempted as soon as you first take ownership of them.  Instead, 
think strategically.  When would this best fit into your business plan 

and business model? 

 
By following this method, everyone in our team has a general 

knowledge of what future tasks, processes and marketing strategies 
are going to be implemented, and can come up with their own ideas 

and input into the company as to how we might better optimize our 
process for higher profits and better results. 

 
Then when it is time for that training to be implemented, it comes 

out of Archive, the summary is re-read by everyone ‘near’  the 
people doing the new process (ie those people doing a related 

business process).  Then only the person or people who will be 
directly actioning it will then go through the training in detail to 

make sure they understand it 100%. 
 

This is the same approach we take with the training material 

available within the ExpertTeam.tv training system: Training 
Summary and Detailed Training. 

 
There are a large number of other tasks which you will need to have 

done for you, which are covered in the ExpertTeam.tv training 
material for you.  You do not have to, but it is a good move to at 

least skim through the training yourself, so you understand the gist 
and have an over view.  Check the summaries. 

 
Some more examples of the tasks that need doing… 

 
Site maintenance.  You need to maintain your sites.  This means 

logging in once every while and updating both the software core (eg 
WordPress core) and all plugins.  Doing it for one site is not too 

bad.  It takes 3 to 5 minutes to do.  Small fry.  Sometimes there 

can be fiddly bits that happen, that need working out as you go, 
which might take a bit longer. 
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And as you build more websites, the time to maintain and update 
them all takes longer and longer… 

 
We had 90-plus websites (some test sites, separate niches, 

personal blog networks etc) and it used to take 2-3 hours to login to 
each and update them all (each is slightly different). 

 
It is best to have an Administration or Webmaster in your Expert 

Team do this update process for you, once a week.  This keeps your 
sites up to date, working optimally fast and is best for your site 

security as you then have the latest security patches 
 

BEFORE you go getting your outsourcers to do this process for you… 
 

Automate! 

 
Use an updating tool.   

 
It’s a cool tool and saves a whole lot of time.  You can see it in 

action here.   
 

With this tool, you install the main part on one of your own 
websites, as the central administration area.  Then you install the 

plugin on each of your other WordPress sites to be automatically 
updated.   

 
Your team member who will do this will be emailed if and when 

there is an update to be done to the sites.  Then they login to the 
central admin area, and click to update whichever plugins or sites 

they want.   

 
……… 

 
So you can train your Expert Team to do all the steps simply by 

allowing them to watch all the training videos and go through the 
course material within ExpertTeam.tv 
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Self Training 
 

 
There will inevitably be some elements of your business that are 

specific to your business, so you won’t be able to purchase training 
material to train your staff for that. 

 
So you need to create your own training material, and grow your 

training library. 

 
A great way to do it is to make a screenshot video tutorial of the 

exact steps you want them to do. Then there can be no questions 
about what they should click etc. 

 
Use the free Jing screen video recording software for this.  It is 

limited to 5 minutes long videos, but if you need more than this, 
you can just do multiple videos of 5 minutes.  Not perfect, but for 

this purpose it is sufficient, and there is little point spending the 
$300 or so to buy the (superior) Camtasia software. 

 
You can get Jing for free here 

 
And the added bonus of making these recorded videos is that as 

and when you come to hire more people to work for you, you still 

have the recording, so you just give them the training video which 
makes your job of training them so much easier 

 
Similarly, if you give them a text outline description of a task for 

them to do, rather than putting it in an email directly to them, 
instead save that to a file - Word or .txt or similar - so you can also 

give that file to any other new person who joins your Team in the 
future. 

 
This becomes part of your systems documentation. 

 
You can also use screenshot images to document and train your 

team. 
 

On your computer keyboard you will have shortcuts to copy the 

screen of your computer.  On a Windows computer usually at the 
top right of the keyboard is “Prnt Scrn” ie Print Screen.  Clicking 

that will copy the whole screen.  Or you can hold CTRL & SHIFT & 
Prnt Scrn – which will copy only the window which is on top. 

 
For a little more control of the image, you can use a Firefox Addon 

called Fireshot. This allows you to capture the visible part of the 
page, all of the page (including what is off-screen ie what you would 

see if you scroll down) or you can select only a certain section of 
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the screen.  Then you can edit and annotate what you have copied 

and save it as an image file. 
 

You can use a handy free software tool called Skitch to add 
annotations and arrows to your images, to help guide the team 

members through the right process they should follow. 
 

You can then paste the image into a document along with any 
necessary text explanation. Save this and give it to any and all 

relevant people in your team. 
 

It's all about documentation, so you can easily repeat your 
successful training 
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Where To Find Team Members 
 

So where can you find such people? 
 

There are a number of place to find and hire great outsourcing team 
members.  You can try BestJobs.ph (notoriously difficult to get 

access to as they close accounts which are not from a Philippines 
address), OnlineJobSite.ph, onlinejobs.ph, easyoutsource.com or 

ExpertTeam.tv 

 
You can see that there is currently a $1 trial of ExpertTeam 

 
There you can search for and hire the right person for you, and get 

access to the training material to give to your new team member. 
 

How To Hire 
 

IMPORTANT NOTE1 : Before your start hiring, you have a decision 
to make; Do you want to do the hiring process yourself, or engage 

a company to do it for you?  The hiring process can be quite 
laborious because you need to find, filter, hire, train and maintain 

your team member.  There are companies which offer a ‘Done For 
You’ hiring service.  Expert Team.tv offers this service, which you 

can find here and there are other reputable companies which can do 
this for you.  They then do the finding, filtering, interviewing, 

filtering, hiring, training and maintaining of your team members.  It 
makes the process easier and comes at a cost to you. 

 
 

IMPORTANT NOTE 2: If you choose to do the hiring process 

yourself, you are far, far better off to search for candidates 
yourself, rather than to publish a job advert and wait for the replies.  

If you publish a job advert eg on a jobs board, you will end up 
receiving literally hundreds of emails from less-than-perfect 

candidates, which is a waste of your time - which defeats the whole 
objective of outsourcing – to save your time! 

 
It’s all about the search – and the power of the search function.  

You want to be able to search and only be shown the candidates 
who have exactly the skills you want. 

 

http://www.expertteam.co/
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Optimal Hiring Process 
 

Now we will outline the best way to execute the hiring process for 
maximum results and minimal wasted time.  

 
So the best method is for you to use the site to actively look for 

someone with the skillset and experience you want, and create a 
shortlist of candidates that look like they might be appropriate.  Be 

as specific as you can with your search, outlining what experience 

and skills you need, until you have a list of maybe 50-100 
candidates. 

 
Check through their profiles, resumes etc to filter out the less 

relevant ones.   Create a shortlist of about 20-30 candidates that 
look good. 

 
Then send a template email (ie the same email) to each of them 

 
Some outsourcing websites have a batch email system for this 

purpose to make it easier for you, whereby the system sends out 
the email to each of your shortlist candidates.  There are email 

templates for your message to them which you can edit.  This 
system is designed to make it easier for you than emailing 30 

different people. 

 
There are more detailed templates for the exact messages to send 

and what to include on the Outsourcing Exposed site for you here.   
 

The message you first send to them wants to say something along 
the lines of the following (obviously you will need to change the 

specific details to suit you and your job offer) 
 

---------------------------------------------- 
 

Subject:  
Online job position for UK/USA/Aus Company 

Or 
Are you still looking for a job? 

 

Hi [NAME] 
 

I have a job position that is for our UK company here in England 
 

I'm looking for a skilled writer who can write great articles - 
interesting articles in very good English. Some SEO knowledge 

would be ideal - BUT the article writing is the main part of this job. 
 

We have very good online training tutorials so you will learn exactly 

http://www.expertteam.co/
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what is needed for the SEO part and article guidelines.  Good 

English writing skills is a must. 
 

Salary starts at $250 per month full time and with good English 
article writing will increase from there. 

 
I'm wondering if you are interested.  If you are interested, please 

reply WITH an article attached to the email. 
 

This article should be 100% original and written by you.  It can be 
short - 150 to 200 words long, on a subject you are passionate 

about, something that genuinely interests you - any topic - you 
choose. 

 
Please reply with this, and also answer this: 

 

1. Where in the Philippines are you? 
2. Do you currently have a job?  If so, for how many hours each 

day? 
 

Many thanks and I look forward to speaking with you. 
 

Kind regards, 
 

---------------------------------------------- 
 

They then reply to your message with their answer and you start a 
dialogue to further check if they are right for you.  It’s all a filter 

process with a number of different filter levels.  You want the less-
good ones to fail and fall at the earliest hurdles, to filter them out of 

the process. 

 
Ask them questions.  Again, there are question templates within the 

www.ExpertTeam.tv members area to help you with this.  You can 
also learn more within the OutsourcingExposed.com blog – read all 

the posts there, as there are many pointers on this. 
 

I am giving you some free job position email templates for the first, 
second, third email which you can login to on this Outsourcing 

Exposed members post here (yours free). 
 

Some suggestions would be to find out why they are looking for an 
online job, their experience, their speed and effectiveness of 

communicating, their English skills and their work ethic (how much 
they want the job and how hard they will work.   

 

Most Filipino people are hard working, but inevitably there are some 
work-shy ones too, which you need to weed out. 

http://www.expertteam.co/
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At some point, when you have shortlisted down to maybe 5 to 8 
people, you would be wise to ask them to join you on Skype (install 

Skype software free from Skype.com, if you don't already have it).   
 

First have a number of Skype text chats via the Skype instant chat 
messenger.  This will be a further test of their English skill, their 

writing skill, their responsiveness, their communication skills in 
general and the way they use words.  If you are hiring for an Article 

Writer position, then obviously this is important.  
 

Even if you’re not hiring an article writer, their English and 
communication skills are still very important because you need to 

be able to communicate with them without any confusion or 
ambiguity or misunderstanding. 

 

Make sure they respond quickly.  You want to make sure they are 
replying faster than it would be possible to type in their own 

language and then use Google Translate to correct their English. 
 

You can talk about the job in more detail, your industry etc, 
anything really to get them talking and showing you how they 

communicate and respond.  Obviously, if they don't join you on 
Skype at the planned time or don't respond to your emails then 

they are not right. 
 

Once you have had a few text Skype chats, say that you want a 
voice chat over Skype with them.  One obstacle to this is they may 

not have a microphone or headset.  This is a fair reason as they can 
cost a relatively large amount of money of Philippines, but not a 

crazy amount. 

 
But try to have a voice chat with them.  Say you want to talk in 

more detail about the job and the voice chat is a requirement.  If 
they are serious about doing the job for you then they will go 

through all these hurdles with you. 
 

Think about this…  If they have spoken with you, they will bond 
more with you as a human, which means they will become more 

loyal and hard working over time.  Consequently, you will have 
fewer issues down the line, later on.  These initial Skype voice calls 

will lay the foundation for this.  Weekly Team Talk calls layer-in this 
bond. 

 
In your questions with them up until now, find out if they also have 

another job. 

 

http://www.expertteam.co/
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A number of Philippine people have 2 full time jobs!  They work 

very hard.  But it is not ideal for you as the employer.  Ideally you 
want someone fully dedicated to you.  It is worth you paying a 

touch more for someone who is only working for you.  You might 
want to consider making it a condition of working for you that they 

do not have another job. 
 

In the past I have hired someone who had another job as well, 
because they are very good, but as a rule I don't recommend 

it.  Their attention and their energy can be split and diluted so do 
less good work. 

 
So you might want to consider deleting that person from your 

shortlist if they have another job.  That is your decision. 
 

I would suggest considering taking on someone with a second job 

only if they are excellent – if they have great skills and are not 
asking for above-market-rate prices. 

 
Given the choice between 2 people of equal talent, one with another 

job and one without, take the one without another job. 
 

Make sure you are very clear on your expectations.  What they 
must do, the number of hours they will work each day and 

week.  How they will get paid, when they will get paid and how 
much they will get paid.  How they must communicate with 

you.  That they must send you the EODS email every day. That they 
must invoice you at the end of the month in order for you to pay 

them. 
 

Here is a template you can use as the second or third email with 

them.  This is paraphrased from an email I sent during a recent 
hiring process… 

 
--------------------- 

 
Hi 

 
Thanks for replying.  It’s great to hear you are interested and 

excited in our job position.  I’m sure you’re going to love it.  I know 
this because we have a growing team who are very happy working 

with us – because we have a real work ethic of looking after our 
team. 

 
And we are a TEAM. 

 

If you would like to speak with anyone in our team to learn more 
about our business and how we look after our team and work 
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together I will be happy to put you in touch with some people within 

our team. 
 

If you have any questions at all then just ask. 
 

So some things we need to go through, which are a condition of 
working with us: 

 
I expect you to work hard for us and do the best of your ability with 

great effort and focus. 
 

In return we pay you well with $XXX paid monthly to you in the first 
week of the month for the previous calendar month’s work.  We can 

only pay you after we have receive the invoice from you for this 
previous calendar month.  We usually pay by PayPal. 

 

You are expected to work 8 hours per day, 5 days per week.  We 
are flexible on what time of day you work these hours, but we ask 

that you make sure that at least 2 hours per day are worked during 
UK normal office hours.  Translated to Philippine times, that means 

some when between 5pm and 1am. This is so you can communicate 
directly with our UK team for training and management purposes. 

 
There are specific daily targets which you are expected to achieve.  

We use RescueTime to help you maximise your work hour efficiency 
[if you choose to use RescueTime]. 

 
I expect you to send me, every day that you work, without fail, an 

End Of Day Summary (EODS) report by email.  We can only pay 
you for days worked as evidenced by us receiving this EODS email.  

This EODS email will answer 5 simple questions: 

 
1. What did you achieve today? 

2. Any problems or obstacles? 
3. What you plan to do tomorrow/next working day? 

4. What, if anything, you need from me? 
5. How can the situation be optimised? 

 
A condition of us being able to pay you is that you must send us an 

invoice for your work done.  Send this invoice on or after the 1st of 
the following month.  I will give you a template for the correct 

layout and data to put into an invoice, closer to the time when I 
need that first invoice from you. 

 
Attached is a Non Disclosure Agreement document.  Please print it, 

complete and sign it, scan it and email it back to me 

 

http://www.expertteam.co/
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I look forward to working with you for the long term into the future 

in your new job, once we have finalised all the details. 
 

--------------------- 
 

Again, there are more detailed exact templates to follow and what 
to include on the blog for you here.   

 
There is a template Non Disclosure Agreement document within the 

Expert Team account system. 
 

http://www.expertteam.co/
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Paying Your Team 

 

 
 
A note on paying them… 

 
US Dollars are the global currency.  You may choose to convert to 

PHP (Philippine Peso) but dollar is easiest. 
 

There are a few options on payment method.  Usually I use PayPal.  

It is very easy for you to pay them this way.  If you use the bank 
transfer method with PayPal (rather than paying via your credit 

card) the fees are less – and the difference of a few dollars less 
PayPal fees can really make a difference.   

 
This is worth the extra attention it costs you to make sure it goes 

via bank transfer. Your team will thank you for it – and be more 
loyal because of it, because they will incur fewer fees and hence 

take more of the money themselves. 
 

You might even consider paying the fees yourself.  Since switching 
to using the lower-fee back-transfer method, I usually now just pay 

the fees myself, because it is only a few cents or dollars, which 
means little to me, but a lot to my team.  I would suggest 

considering paying the fees yourself.  Either way, make sure you 

communicate and agree with them on this in advance as to who will 
pay the fees by default. 

 
I have used MoneyGram, which is a bit of a hassle because it means 

I physically have to take physical cash to a physical place – usually 
the Post Office - to transfer the money.  On the plus side, it is an 

alternative to PayPal, if your new person does not yet have a PayPal 
account, and the exchange rate can *sometimes* be better. 

 
Xoom has been an option in the past but may prove more 

problematic that PayPal, hence I recommend PayPal as it is simple 
and straight forward. 

 
There are a few other options, but really, PayPal is best for 

everyone.  MoneyGram and direct bank transfers are a distant 

second-best. 
 

http://www.expertteam.co/
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Skype Communication 

 
A word on Skype use... 

 

This is my preferred method of communication with my Team, for 
direct one-to-one training and direction, plus group voice calls.  I 

text/type instant message Skype them and if I don't get a reply 
within a few minutes I email them.  If it is about a task that they 

will need to do again, I always create a document of the 
task/process so it can be entered into the overall library of systems. 

 
Then email it to them so they can more easily look back on the task 

detail in the email later.  Also store that email as a text file so you 
can send it to any future new team members. 

 
One little Skype etiquette thing I ask of my team is to not send 

multiple small Skype messages.  Instead they should write all their 
questions or text outlining the situation or query in ONE Skype 

message. The reason is this... 

 
I set Skype to make a sound, an alarm 'ping', when a new message 

comes in.  I have the same Skype settings on my iPhone and my 
iPad. 

 
That means I get a deliberate interruption when my Team need me 

(if I have to have focus time then Skype is turned off).  So I can 
respond immediately or as soon as I possibly can.  This means my 

team are not waiting for a reply and being less productive. Their 
direct point of contact is not me, but their team leader.  So if I get a 

Skype message, it is likely to be important. 
 

If you have more than about 5 team members, this is another 
reason to then have a team leader who is the team’s first point of 

contact, so you are not getting constantly ‘pinged’ and harassed, 

and why the team collaboration / management software comes into 
use. 

 
Equally, I educate them that I only wanted to be Skyped when it is 

urgent and explain this Skype setup and interruption reason above 
to them. 

 
So I ask them that if it is not urgent that they email it to me in their 

EODS. If it is urgent then by all means Skype me. 
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But put it all into one message. 

 
Don't send me multiple messages with split parts of the overall 

message in separate messages and separate ‘sends’, because each 
one pings me and interrupts me and breaks my focus and makes 

me less productive.  And each ping of the message might be spread 
out over a few minutes, which is annoying and disruptive.  It might 

be something like this… 
 

PING – “Hi, I need your advice please…” 
 

ME: - “OK, fire ahead” 
 

[2 minute wait – you start back on the task you were doing] 
 

PING – “Can you please send me the file to give me access” 

 
ME: “Why do you need that?” 

 
[1 minute wait – you start again on your task] 

 
PING – “I need this so I can into the area to edit it as you 

suggested” 
 

This is annoying and unproductive for you because you cannot get 
full focus on either the discussion with them or your own task you 

were doing. 
 

So request they wait a minute themselves and send it all in one 
fully written message with the whole picture of the situation, the 

problem and what they need from you. 

 
Have them think through the ‘6 soldiers’ of why, what how, when, 

where, who – to fully detail all they need to ask (more on this 
below). 

 
Here is the guiding principle for Skype communication: 

 
“Any Skype message should be sent in as few ‘sends’ as possible.  

Write your Skype message in one long message, outlining the full 
situation and explaining why, who, how, where, when and what, as 

much as possible.  Anticipate any likely questions from the 
recipient, where possible, and answer them in your first message. 

Pause before you hit send, and check you have done all this, and 
have everything in the one message. This minimises unnecessary 

back-and-forth multiple messaging” 

 

http://www.expertteam.co/
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FYI for your own productivity, if you need total focus time, like if 

you are writing something or need full creative focus, turn Skype off 
or at least turn off the ping alarm part, then turn it back when you 

have finished.  You will stay in your train of thought much better 
and get more done. 

 

Other Useful Software 
 

For most of our team members they are either making or using a 

number of different login accounts in different places.  So we use 
RoboForm as a secure encrypted tool to remember and store all 

login usernames and passwords which are safe behind one long 
master password.  This saves their time trying to remember or find 

passwords etc 
 

DropBox.com 
This is a great free tool where you can all login to your team area to 

share files. 
 

Google Docs 
Similar to DropBox but you can each edit the files live on the 

server. 
 

Get Personal 

 
That same concept I mentioned earlier about birthday reminders 

and keeping personal notes applies equally with your full-time 
Expert Team.  Use the free www.birthday-reminders.com (or 

similar) to remind you when it is their birthday and send them 
something – an SMS text, a birthday card and/or a gift.  They will 

love you for it and work all the better for you. 
 

Equally, stay abreast of their personal situation.  Are they married, 
single, kids?  Where do they live - town, countryside? The more you 

know your team, the more they will feel part of the team, the 
more they will work hard for you. 

 

http://www.expertteam.co/
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Traditions To Be Aware Of 
 

In the Philippines it is normal for a company to pay an effective 
Christmas bonus known as the “13th month”. In fact, for Philippine 

companies, it is a legal requirement. 
 

As a company not based in the Philippines you are not technically 
obliged to follow this.  If you are not going to, you should let your 

team know this because they might automatically be expecting it. 
 

It is expected to be paid in December, before the 24th. 
 

It is calculated as 1/12th of the total amount they have earned in 
that calendar year.   So if they have worked for you for 6 months, 

add up all they have earned in that 6 months and divide by 12. 

 
Overtime and non-standard payments are not included in the total 

amount earned. 
 

Consider this a bonus to keep your team happy and loyal to you.  I 
personally always pay this, even though I am not legally obliged to.  

I figure it is a tradition for them and it doesn’t break the bank for 
me, and it shows willing from me and creates loyalty from them. 
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The 2 Most Important Skills For 
Successful Outsourcing 
 
We have touched on these 2 essential skills throughout this 

Outsourcing Exposed book.  They are threaded into the whole book.  
It is vital that you are clear on this and work on improving these 

skills. 
 

Skill #1 - Effective Communication 

This is SO, SO important.  Do 
not underestimate the 

simplicity of that 2-word 
answer “effective 

communication”. 

If you get this wrong, your 

project, task or business 
could go seriously off the 

rails. 

Get it right, and everyone is singing from the same hymn-sheet, all 
pulling together. 

The devil is in the detail.  And the exact specifics will change for 
your specific situation, team and project.  What is the best method 

of communication?  What are the timescales?  How will the team 
inter-communicate? 

Sometimes a management software is best, sometimes just good 

old simple Skype. 

But there are some overarching general rules to work through. 

The main one is to be aware of the “The Curse Of Knowledge“.  The 

curse of knowledge is a “cognitive bias according to which better-
informed agents (people) find it extremely difficult to think about 

problems from the perspective of lesser-informed agents (people)” 

So you already know what the plan is, what the project is.  Your 

team doesn’t.  People in general have a tendency to assume that 
others know or will understand quickly what the plan is. 

Unfortunately, that is often far from the truth. 

The best way around this is to really try to imagine that you know 
nothing of the project.  For sake of example, let’s imagine you are 

http://www.expertteam.co/
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creating a training document for your outsourcing team.  If you 

knew nothing, would you understand the objective and the tactics, 
or what you are trying to say? 

Are you assuming something within the document? 

It is quite difficult to do this – to empty your knowledge from your 

head.  A simple way around this is to ask your friend, partner, 

spouse, someone you can quickly ask and isn’t going to charge you 
for their 5-minute input.  Ask them to read the document, and ask 

them 

What is the main objective – the end-goal? 

What exactly is to be done, step-by-step? 

Six Soldiers 

A helpful method to work through with all of your communication is 

to lean on your Six Soldiers.  I actually created this image for my 
daughter, to help her with her homework Research.  It is pinned to 

her wall.  The same 6 Soldiers can help you communicate more 

effectively… 

 

(This is from a Rudyard Kipling poem) 

So to help you make it as clear as possible for your outsourcing 
team, ask yourself if you have made each part clear. 

1. What is to be done? 
2. Why is it to be done (overall objective)? 

3. When is it to be done?  When to start? When is it expected to 
be completed? 

4. How is it to be done (the tactics, the details)? 

http://www.expertteam.co/
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5. Where is it to be done?  What website, what page, where 

should the finished item be put? 
6. Who should do each part? 

If you ask yourself as many variations of these 6 questions of what, 

why, when, how, where and who, you will make your 
communication clearer and hence more effective. 

Kill The Ambiguity 

We looked at this in the section above on Out-tasking.  The same 
rules of unambiguous communication apply.  Let’s have a brief 

reminder here… 

The English language is a wonderful thing.  It is rich, with many 

layers and levels of consideration.  But that is not a plus-point for 
effective outsourcing communication.  Consider this sentence… 

“The image position – is it right?” 

Do you mean right as in “not wrong” – or right as in “not left”? 

For greater clarity, I would use either… 

“The image position – should it be right or left?” 

or 

“The image position – is it correct?” 

How would YOU say it? 

Another classic example of an ambiguity-magnifier is the “Do you 
know if…?” question. 

“Do you know if the email was sent?” 

How would you answer that? What if you heard a reply saying 
“Yes”? 

Does that mean “Yes, I do know” – or “Yes, the email was sent”? 

A better answer would be either “The email was sent” or “The email 
was not sent”. 

If you find yourself about to ask the “Do you know if…” question, 

stop and think of a better way to word it. Maybe “I’m unsure – did 
the email get sent?” 
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That is the kind of ambiguity that crops up often when 

communicating with an outsource team.  Thing about how your 
words might be misconstrued.  How might they interpret what you 

are saying as something else? 

If you are constantly thinking about this, trying to be less 
ambiguous, and thinking through if there is a second or third 

meaning to the words you are using, and making it single-purpose, 
then you will be stepping towards effective communication. 

Good luck – and remember – it is an iterative process – you get 
better and better at it over time. 

------------------ 

 

Skill #2 - Planning 

Now I’ll be the first to agree – that 
is not the sexiest answer in the 
world.  But it’s the truth.  The 

reality is you have to force yourself 
to do these less-than-sexy things 

to get your business successful. 

"If you don't have a dream, how you 

gonna have a dream come true?" 

Rogers & Hammerstein 

You’ve got to know what you want, what you expect.  What are the 
outcomes you want?  The objectives? 

The grander overall vision comes into action steps within the 

Planning stage. 

This simply means outlining the process of how to go from where 

you are to where you want to get. 

This does not need to be complex or overly technical.  In its smaller 
steps, this boils down to explaining what you want in clear terms.  

We need our 6 Soldiers again – Who, What, Why, When, Where and 
How. 

What is going to be needed? 

Who is going to do each step? 
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Here is the Planning process according to the MIT 

(Massachusetts Institute of Technology)…  

 

Let’s debunk some of the fancy terminology used in this image 

here: 

1. Define the problem – obvious 

2. Map stakeholder interests.  Who wants to achieve what?  
What is each person’s ‘Whats in it for me’? 

3. Analyse institutional resistance.  In most small to medium 
companies this will mean who is going to dig in their heels a 

bit, harrumph and generally not like, or fight against, the 
plan? 

4. Engage the stakeholders.  Get those harrumphers and the 
team in general onside and give them a reason to want to 

successfully get to the end-goal objective 
5. Seek agreement on whet needs to be done.  Self explanatory 

but essential.  People who have publicly said they will do 

something are FAR more likely to get it done.  Get agreement 
6. Implement changes in policies, programs and procedures.  

AKA “Just do it”.  Get it done. 
7. Reflect, Make adjustments.  Re-analyse how well you did and 

what can still be improved. 

Bless those MIT boffins for making some sensible advice seem too 
lofty for general use.  As you can see, my interpretation puts it into 

general, everyday understanding so you can plan more effectively. 

You need to consider this overview: 

 Vision: the non-specific directional and motivational guidance 

for the entire business. What will the business be like in five 
years time? 

 Mission statement: a statement of the business’s reason for 
being. The mission statement is concerned with the scope of 

the business and what distinguishes it from similar businesses 
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 Objectives: SMART objectives set out what the business 

aims to achieve 
 Goals: specific statements of anticipated results 

What is your Personal Planning Method? 

Personally, I prefer good old fashioned pen and paper at this stage, 
and just scribble, scratch, rewrite and generally get through a lot of 

paper and make a mess.  Then I hone it down into a tidier display 
of the plan. And then hone it more.  Add more ideas. Strip out the 

dumb ideas that on reflection are never going to work or never 
going to realistically get done. 

Again, it is an iterative process.  It gets better over time with each 
redraft. 

People are all different, so your optimal planning method may be 

different.  We’ve often heard that people differ on whether they are 
a visual person (likes to ‘see’ things), or an auditory person (needs 

to hear things or imagine hearing things) or kinaesthetic person 
(needs to feel things or conceptualize the physicality of something) 

There is more to it that this, but it is a good start.  In addition, 
some people are more emotional and need to feel the emotion of 

the plan. 

There are many different types of intelligence, including the more 
limited numbers and language that are traditionally taught at 

school.  Spatial intelligence is handy in planning certain projects to 
see how they lay out. 

Who you are and how you are will affect the way you do you 
planning. 

The 2 most-favoured methods are 

1. Pen-and-paper notes, and 
2. Mindmap (possibly using software) 

I tend to fuse both together. 

Here are some tools to help you – you already know where you can 
get a pen and paper. 

Evernote.com – This is an awesome free software service for taking 

notes, written text, images and audio notes. You can use it on your 
iPhone / smartphone, laptop, desktop computer, iPad / tablet.   It 

will sync between your devices, so you can make an audio recording 

http://www.expertteam.co/
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note on your way to the office and have it on your Desktop already 

waiting for you when you get there. 

Mindmap software – MindNode for Mac, FreeMind or MindJet for 
Windows or MindMeister online.   iThoughts for iPhone/iPad. 

Process Mapping software – Process Maker 

Planning Procrastination 

Make sure you do not get lost in the planning process.  Get it done 

and outline clearly what you want to achieve and how to get there.  
Then stop planning.  As this great wall poster from Despair.com 

shows, over-planning can be an excuse for twiddling… 

 

So plan it, plan it clearly, then stop planning -and start putting it 
into action with your outsourcing team. 

http://www.expertteam.co/
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Summary 
 

Why Outsource? 
 

It’s a cost-saving method to grow your business, to get more 
achieved, to increase your profitable income and to get jobs done 

so you don’t have to.  It saves you a massive amount of money and 
hassle compared to employing a person in your country, paying 

taxes, doing the paperwork, paying for an office, office insurance, 

health insurance, pensions… 
 

Where to Outsource? 
 

There are a number of country-specific considerations.  For most 
jobs within your internet marketing and administration, they can be 

done expertly by people in the Philippines. 
 

What to Outsource? 
 

Any task that can be done at a computer with internet access or 
over the phone can be done for you by a skilled outsource person, 

especially a Philippine person.  Think of any task within your 
business which gets repeated more than once, which is done at a 

computer or telephone.  Then outsource it. 

 
How to Outsource? 

 
Use ExpertTeam.tv to find, hire and train your growing team.  There 

are other options such as bestjobs.ph (difficult for non-Philippine 
employers) or onlinejobs.ph, but ExpertTeam.tv provides everything 

you need in one place – finding the right candidates and the tools to 
train them.  Use the training material provided there to give to your 

new team members to train them up so you don’t have to do the 
training.  This saves you a huge amount of your time, so you can 

focus on other more important things 
 

When to Outsource? 
 

Right now!  Seriously, why not? Pretty much every successful 

person I have spoken to about outsourcing says they wish they had 
started sooner! 

 
Good luck and I wish you the very best of Outsourcing Success! 
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Top 10 BIGGEST 

Outsourcing 

Mistakes. 
 

 
 

So now you’ve learned the vital elements of successful 
outsourcing.  Now consider the 10 biggest mistakes others 

make with their outsourcing, so you can learn to avoid 
making these errors. 
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Top 10 BIGGEST Outsourcing Mistakes 

 
Overview: 

 
Read this summary list in close detail.  Then read on for the specific 

things to avoid, to help YOU make more money successfully with 
your outsourcing. 

 
1. Wanting An 'Everything' Person. 

 
2. Thinking this will solve everything. 

 
3. Not reaching their potential - Not evolving their role. 

 
4. Not focusing on training 

 

5. Not training one task at a time 
 

6. Being impersonal or seeing them as robots 
 

7. Avoiding going full-time 
 

8. Micro-managing, not delegating 
 

9. Not giving time to your relationship.  Be available 
 

10. Outsourcing before eliminating or automating 
 

 
4 Extras: 

 

1. Failing to Educate yourself on outsourcing 
 

2. Hiring too many too soon - including hiring a team manager too 
soon (promote from within your own team) 

 
3. Looking for the perfect person.  Hire good English skills then train 

(excluding programming) 
 

4. Not increasing salaries and rewarding hard work and loyalty 
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1. Wanting An 'Everything' Person 

 
Most people start off outsourcing with a rush of 

blood to the head.  They suddenly see the awesome 
potential of the leverage it offers.   

 
And they try to hire someone to do everything in 

their business.  This is a mistake and is unrealistic. 
 

Think of any business.  Can you think of any company where one 
person does everything? Not in any established business.  The only 

place where one person does everything is in the one-man start up 
business. 

 
And the only reason they DO everything is because it is THEIR 

business.  They own it, they are passionate about it (hopefully) and 

they care about the success of the business deeply. 
 

It takes a massive amount of focus and effort to get good at doing 
everything in a business 

 
No one else will care enough to do everything. 

 
So don’t expect your new outsource person to.  You want someone 

you can train up to be an expert in a select few things.  Start with 1 
person.  And start them on one task. Then grow them up from 

there. 
 

 
2. Thinking this will solve everything. 

 

Outsourcing done right WILL massively 
improve your business and your income, 

your productivity and your leisure time.  It 
won’t be all done by one person.  You will 

develop a team of specialised experts each 
doing part of your business ‘jigsaw’, and 

fitting the pieces all together. 
 

But don’t expect them to build the whole puzzle.  They will need 
overall direction.  Yes, you can have team managers after some 

time. 
 

But even the team manager needs direction.  Only YOU know your 
business purpose first.  An expert autonomous team needs a 

Director.  Someone with the vision and who knows your business 

role and where you are going. 
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Do not expect to outsource this.  It doesn’t need to take all or much 

of your time, but you need to be involved to this level. 
 

In addition, outsourcing alone will not solve all the problems of your 
business.  You’ve got to get the systemization in place, so your 

business will become scalable (growable) and repeatable. And you 
need to get automation in place.  This is part of the overall picture 

of the business structure. 
 

 
3. Not reaching their potential - Not evolving their role. 

 
When you first hire someone, you’re 

not going to be able to dump your 
whole business on them and say “go do 

that”.  It won’t happen.  So you give 

them a specific role, a specific task 
which is trained and repeatable, so they 

can get on with it. 
 

But people grow.  Over time they will likely want to do more 
(especially if you lead them with vision and direction) and will be 

able to do more.  Once they can do their first task repeatedly 
without exerting much thought effort into it, they are ready for 

more. 
 

So help them grow.  Keep a watchful eye on them and their 
progress and when you feel they are doing very well with their first 

task, ask them if they are ready and able to add in another task.  
Usually by then they will be.  Your team won’t all be the same, so 

be ready to spot the ones which are ready to grow. 

 
With their second task, approach it in much the same way as their 

first – give them all the appropriate training and help they need. 
 

So don’t keep them on one task forever. Over time, give them more 
tasks and carefully train them for each.  This is all stuff that you 

don’t then have to do. 
 

 
4. Not focusing on training 

 
Have you ever had a job where you got near-zero 

training and they left you to just get on with the job? 
 

It shouldn’t happen – and it doesn’t happen in 

successful companies.  If ever it does occur, you 
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would not expect that person to produce any skilled work of any 

worth. 
 

Training should start when they start their job AND CONTINUE for 
their work life with you. 

 
Over time, together you will work out ways to optimize what they 

do, so they can achieve more in their work day. 
 

Yes, it takes your time.  There are ways to minimise this, outlined in 
the Outsourcing Strategies.  Where possible purchase ready-made 

training material which will massively save your time. 
 

You can then invest your time in managing them and overall-
training them, maintaining the system. 

 

Over time, you will not be the person who does the training.  As 
your team grows, your team leaders will give the training for new 

team members.   
 

And the team leaders should be helping the new recruit through 
pre-defined (purchased or inhouse-created) training material.  Only 

then can you systemize your business as well as minimise your own 
time in staff training. 

 
But you certainly should be prepared to invest in them to train them 

– when they start AND ongoing. 
 

 
5. Not training one task at a time 

 

If you try to throw too much at them at once 
they will feel inundated and overwhelmed.  

This will make them unproductive at all the 
tasks they are trying to do. 

 
Fill up one ‘expertise’ cup before moving on to the next. 

 
Make sure they can do each task fully and without too much 

thought, before moving on to the next. 
 

Think of this cycle of competence: 
 

1. Unconscious incompetence.  They don’t know they don’t know 
something yet 

2. Conscious incompetence.  They know they don’t know and 

they know they need to start learning 
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3. Conscious competence.  They know how to do something, but 

it requires focus and attention 
4. Unconscious competence.  They completely know it and it is 

‘second nature’.  Like your experienced driving skills when 
you are going across town and have a conversation and 

organise your child in the back seat, all at the same time! 
 

Certainly when they are at the unconscious competence stage they 
are ready for a new task. 

 
So don’t throw loads of tasks at them at once.  Give them one task 

with training, and let them get good at it before giving them 
something else. 

 
 

6. Being impersonal or seeing them as robots 

 
This is possibly the worst sin of the lot.  It is an easy 

trap to fall into.   
 

You will hear many people talking about the objective 
output from outsourcing.  More done, more sales, more 

money, better efficiency etc 
 

But your outsource people are real human beings – real people, just 
like you and your neighbour.  They are just a neighbour that’s a 

little further away. 
 

So make sure you look after them and treat them well.  There are 2 
very good reasons for this. 

 

1. Its good for your soul, for you to know you are looking after 
another human, and 

2. It makes good business sense.  The more you look after 
them, the better they will work for you, so you get more from 

them. 
 

Think about it if it was you.  How begrudgingly and through gritted 
teeth would you work for someone if they treated you badly or like 

a work-robot? 
 

Get to know them.  If you know their personal situation and talk 
with them, they will feel bonded to you and loyal to your company.  

This means they are less likely to leave and more likely to do a 
great job. 

 

So don’t treat them like lab rats or automatons. 
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It is in your interest to LOOK AFTER THEM WELL. 

 
 

7. Avoiding going full-time 
 

This is a problem that you will probably face in the 
early days of your outsourcing progress. 

 
People new to outsourcing often think they will 

‘dabble’ with outsourcing and save money by hiring 
someone part-time. 

 
This is not the end of the world – not a totally terrible thing to do 

(there are times when it is warranted), but there are a number of 
problems with part-time outsourcing… 

 

Many people, in many cultures, want a JOB.  They want full-time 
work, a job.  This brings a certain amount of kudos and respect for 

them.  Working for a UK or USA firm also adds another amount of 
respect from their family and peers.  So this is what they want. 

 
Being part time means that they are not 100% focused on your 

business.  If they have another job, while they are working for you, 
they will often be thinking about that last task they had to do in 

their other job, which they haven’t finished yet.  This means split 
focus, which is not good for their productivity with you. 

 
If they work full-time for you they will develop a sense of loyalty to 

you and your company. 
 

If they are full-time working for you, their head-space, their 

psychology will be very different.  They will know it is a long-term 
commitment.  They will want to and be prepared to train to get 

better and to do a better job.  This means you get more work done 
AND it is done with more focus and loyalty. 

 
The cost of someone full-time working with you for instance in the 

Philippines starts from about $250 to $300 a MONTH (more for 
more skilled jobs like Programmers). 

 
If $250 is too much to pay then you have a few ways to look at it.  

You can either wait until you earn more or a better option is to say 
to yourself that you will invest in your business ‘up front’ for eg 3 

months and have them full-time.  The difference in cost between 
part-time and full-time over 3 months is then $325 more.   

 

You will get a whole lot more achieved this way. 
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And if after 3 months they are not making you more money to 

cover their full costs, then you can reconsider their position and 
decide whether to continue or to rehire someone else.  But at least 

you will have given it the best shot and the greatest chance of 
success.   

 
The truth is this;   

 
You are far more likely to succeed with full time team members. 

 
So avoid taking on someone part-time.  Instead, invest in them and 

see them as part of your team long term for the future, for the 
increasing growth of your business.  You can give them more and 

more tasks to do, which means you do less and less of the 
repetitive work you might currently be doing. 

 

 
8. Micromanaging, not delegating 

 
Let’s be honest, pretty much all entrepreneurs 

fall into this trap at some stage in their careers.  
They think they can do a better job than anyone 

else, that no-one can do it as well as them. 
 

That might be true – but what if someone else 
can do it 90% as well?  And what if their monthly pay was 90% 

cheaper? 
 

You could hire 5 people to do it over and over, get more done – and 
it would still cost less! 

 

There is also the argument of “it will be easier for me to do the 
task, rather than the time and effort to train someone else to do it”.  

This is a fair line of thinking, *if* the task is a once-only, non-
repeating task or process.  It is an analysis you need to be brutally 

honest about.   
 

Strip back the layers of your thinking and be totally true.  Could you 
hand that task to your team?  Could they be given training material 

on how to do the task? Could you give them the task of teaching 
themselves how to do it, so they could search YouTube.com and the 

rest of the internet for how to do that task?  This might take longer, 
but it would have the advantage of it not take any of your time. 

 
Now, you should oversee your team members and carefully make 

sure they know what they are doing. 

 
Yes they need training. 
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But make sure you GIVE THEM the task to do in FULL.  Pick them up 
if they fall – but don’t be their crutch/support. 

 
Think through anything and everything you do.  With clear 

instructions, could it be done by someone who speaks good English 
and can drive a computer? 

 
The more you do this, the more free time you have and the more 

you get achieved.   
 

This means you have time to create the vision of your business and 
come up with new money-making strategies – but not the actual 

DOING of the tasks within them. 
 

 

9.  Not giving time to your relationship.  Be available 
 

Avoid starving your team of time with you.  Yes, 
you want the work to be done for you.  You want 

your business to run itself.   
 

But make sure you are available to oversee that it 
all runs smoothly and on an upward trajectory. 

 
Be the leader.  The Director.  Give direction. 

 
So give time to your team so you know them and they know what 

you need and what you need them to do. 
 

The more your team feel they know you and what you want them to 

do, the more they will feel part of the team and want to do a great 
job. 

 
If you want to cut down your time with your team, set dedicated 

time each day or at the very least, each week, when they can ask 
you anything and chat and interact with you. 

 
Having a team leader will go a long way to help you cut down your 

team time – but you still need to invest your time with your team 
leader(s) and sometimes your team members. 

 
So don’t be remote.  Be available when they need you.  Skype and 

email is the best way to do this. 
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10.  Outsourcing before eliminating or automating 
 

It’s almost the opposite of not delegating, 
but outsourcing before eliminating is equally 

bad. 
 

Just because you have been doing 
something does not mean you should 

continue.  And it does not mean you should 
have someone in your team do it for you. 

 
Question whether it really needs to be done at all. 

 
Does it really achieve any results or much? 

 

Are there more productive methods at would achieve the same 
desired end goal? 

 
Apply the 80-20 rule (Pareto’s Principle).  This is a general rule that 

applies in most situations...   
 

Invariably you will find that 20% of your business’s tasks and 
projects produce 80% (or more) of the company’s profit.   

 
On the flip-side, 80% of your business’s tasks and projects will 

produce only 20% (or maybe less) of the company’s profit. 
 

On this understanding, look at the least productive tasks and 
projects and consider whether you can simply cut them out and 

stop doing them. 

 
Then, if it is still worth doing, now look at whether it can be 

automated. 
 

Is there software out there already which could automatically do a 
big chunk of what needs to be done?  Often someone has already 

thought through the manual process of what you’re doing and 
figured a way to build software to do it automatically. 

 
For instance, a lot of Search Engine Optimization (SEO) is repetitive 

and automatable.  Consequently there are a number of tried and 
tested SEO automation tools outlined in the ExpertTeam.tv training 

 
If the software does not yet exist (double check and research it fully 

in Google firsts), could you have a Programmer build it for you?  

You need to think in a certain way to do this, and lay out in a 
process what the software should do, but do not ignore this as an 
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option.  It is a long term investment to get the task done faster and 

better. 
 

And once you own such software, don’t fall into the trap of thinking 
you need to run it!  Your TEAM can run that software for you.  Not 

only does the software achieve more, faster, but your team can do 
it for you, so you don’t have to, and do it for you cheaper. 

 
 

That brings to a close the Top 10 BIGGEST Outsourcing 
Mistakes 

 
 

Here are 4 additional mistakes we see many people making with 
their outsourcing… 

 

1. Failing to Educate yourself on outsourcing 
 

Many people see outsourcing and just dive in.  It 
is a minefield you need to get educated on first.  

Use expert training to help you make the best 
decisions and follow the best strategies along the 

way. 
 

This book right here is a massive start on your outsourcing journey. 
 

And keep educating yourself along the way. 
 

2. Hiring too many too soon - including hiring a team 
leader/manager too soon (promote from within your own 

team) 

 
How many hours in a day do YOU have, with 

which to train your team?  If you hire more 
than one person at once, you are not going to 

be able to give them all the time and attention 
to get the best work from them. 

 
You would be inundated with questions from 5 different people all at 

once and they would not get the training they need. 
 

So hire one person at a time, train them up slowly and properly. 
 

One light at the end of the tunnel for you…  You can and should 
later use your existing trained team members to train your new 

team members.  This saves you time.  But make sure you stay in 

touch with the new team members too. 
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Don’t start by hiring a team manager, then hiring team members 

for them.  It doesn’t work that way.  Start with one person to do 
one task within your business and get it done well. 

 
Over time they will take on more and more tasks. 

 
And once you are up to a number of team members, the team 

leaders within your existing team will shine through. 
 

For instance, our main outsource worker shone through over time 
as a great guy who could not only do the tasks well, but who just 

‘got’ our business and had good communication skills, so he was 
able to train other new team members.  He now leads them on a 

day-to-day basis and refers back to me if there are any questions or 
needs direction. 

 

Being a natural born leader – and because he ‘gets’ our business, 
he regularly comes up with suggestions that he or his team could do 

in addition to optimize their work flow. 
 

 
3. Looking for the perfect person.  Hire good English skills 

then train (excluding programming and graphic design) 
 

Don’t wait until you see the perfect 
Resume / Curriculum Vitae (CV) of 

someone who does everything you 
want.  They don’t exist.  And by the 

time you come close you will either 
find they have been hired elsewhere 

or that you don’t hear back from them. 

 
The optimal strategy it to contact a number of people – about 20 to 

30 – who look like they are close to what you want.  Email them 
and tell them you have a job they might be interested in.  Exact 

templates are included at OutsourcingExposed.com 
 

You will probably get a reply back from only 30% to 50% of them.  
 

Then start looking closer at those that reply.  Follow the 
Outsourcing Exposed strategies for details. 

 
But don’t wait for the perfect person.  Contact a number of people 

who are close to what you want and get started. 
 

Remember – most skills within your business and what you need, 

can be taught.  There are a few exceptions for higher skilled jobs, 
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like Programming and Graphic Design, but most can be taught to 

someone if they have good English skills. 
 

 
4. Not increasing salaries and rewarding hard work and 

loyalty 
 

This is just short-sighted.  Think of any 
job.  Most get some kind of pay rise over 

time. 
 

An extra $10 every month or every few 
months, or an occasional extra $50 

every 6 months or so – or a specific extra $20 for a singularly well-
done job – goes a long way. 

 

It really is not that much money to you – but it makes your team 
member feel valued and part of your team – which they will love for 

and you get the reward of them working loyally and hard for you, 
helping you grow your business. 
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Summary 
 

 
So we’ve looked at the major mistakes that many people make 

when outsourcing and the steps you can take to avoid the errors.   
 

Inside Outsourcing Exposed you’ve discovered  
 

 Why outsourcing makes best business sense 

 Where in the world to hire outsource people 
 How to hire them 

 What tasks and processes you can have them do, so you don’t 
have to 

 How to train them to become experts at their job 
 How to grow your outsource team for maximum profit and 

efficiency 
 The optimal strategies and approaches  for maximizing your 

outsourcing success 
 

I strongly suggest that you right now go back to the top of this 
book and skim re-read through it all. 

 
Seriously, right now, take an extra 5 minutes to go back to the top 

of this book and skim read through it all again, so the structure and 

processes really sink in.  Then you will hit the ground running. 
 

It will mean better outsourcing for you – which means better 
business growth and increased profit to YOU. 

 
If you have just skim-read the book again, now its time to take 

action and start. 
 

Remember, outsourcing is an iterative process.  You get better at it 
over time.  You have educated yourself for a successful headstart.  

In addition, you will optimize your process of outsourcing along the 
way.  But you cant do that until you get started. 

 
So go get started with your outsourcing and optimize as you go. 

 

I want to hear from you with your successes and any problems.  
I am here to help, and you will find plenty of extra help on the 

OutsourcingExposed.com page.  
 

So add a comment to the site there, with your feedback and answer 
these simple questions there… 

 
1. How helpful was this book?  (I’d love it if you could place a 

review on the Amazon review page for this book) 
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2. What were the specific biggest take-away learning points for 

you that you got from this book? 
3. What aspect of outsourcing do you want to learn more about 

or want more help with? 
4. What processes have you outsourced and how did it go? 

 
I’d love to hear from you, so make sure you click through and 

answer these questions in the comments area on 
OutsourcingExpoosed.com 

 
Please do ‘Like’ us on Facebook, join us on Google+ and share on 

Twitter. 
 

Remember, the website for updates and help is at  
www.OutsourcingExposed.com 

 

Thanks for reading.  I genuinely hope it helps you reach your 
outsourcing success. 

 
 

 
 

Duncan Elliott 
 

 
 

P.S.  Remember, if you’ve read this book once, skim read it again 

from the top quickly.  Then put it into action.  Good luck 
 

 
P.P.S. If you have any questions please ask as a comment on the 

website at www.OutsourcingExposed.com  
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