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Six-Figure System™ 
Lesson 3 Condensed: “Formulating a System” 

Introduction 
*** This condensed version of the main lesson is for review purposes only. For an in-depth 
explanation of each of the items listed here, please refer to the main PDF lesson. 

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

Objective:  To “formulate a system” of step-by-step checklists for productively and effectively 
completing the business-building activities on your weekly schedule. 

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

BUILDING BLOCKS 
Once you get a system in place, it’s easy to simply  

repeat it over and over again... improving and  
updating the system as things progress and change. 

There needs to be an order to things. 

Your fifth business decision is to develop research routines to 
establish and improve your checklist systems. 

KEY:  For most people, information becomes a distraction. They subscribe to a gazillion lists, 
visit a gazillion sites and generally get overwhelmed with information. That’s because they 
don’t approach information with INTENT and REASON. You need to seek “precise” 
information that will help you learn or master a “specific” activity. 

3 Ways to L.E.A.R.N.™ Anything You  
Want About Growing Your Business 
L.E.A.R.N. is... 

Look Everywhere.  Acquire Resources.  N-Vestigate. 

1. Look Everywhere.  

You would be absolutely amazed at how much you can learn from others if you (a) observe 
the way they do things, and (b) pay attention to the presentation more than the information. 
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In other words, you watch the process. 

2. Acquire Resources. 

Now, admittedly, you may get your best education by observing, but that can take some time, 
right? An easy way to speed up the process is to “acquire resources”. That is, you buy 
products. 

Don’t buy something because someone sought you out.  
Buy something because you sought it out. 

There is a time and place for buying...   

A specific product for a specific reason at a  
necessary point in time when your budget allows. 

3. N-vestigate. 

You need to learn how to “N-vestigate”. That is, how to research online to find out how to do 
things you need for building your business. 

3 Ways to N-Vestigate Online… 

• #1:  N-Vestigate Google®. 

• Tips. 

• Mini-Course/ e-Course.  

• Lessons. 

• Ways To. 

• How To. 

• 101 / Top 10. 

• eBook. 

• Examples / Case Studies. 

• Videos. 

• Tutorials. 

• Best practices. 

• Articles. 
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• FAQs. 

• Checklists. 

• Guide / Guide to.   

Filetype Search:  “keyphrase” filetype:pdf 

• #2:  N-Vestigate Facebook® Groups. 

• #3:  N-Vestigate Forums. 

If you need to know how to do something related to marketing on the there are three of the 
best places to find out simply by asking… 

This is probably the fastest, most effective way to get answers for specific questions you have 
about marketing online. 

CORE CONCEPT 

The key to productivity is to develop checklist  
systems for all of your business-building activities. 

Why checklists? 

• Saves time! 

• Makes things easier! 

• Makes things better! 

• Tracks progress! 

• Prevents frustration! 

• Prevents forgetting things! 

Your sixth business decision is to detail step-by-step  
checklist systems for your business-building activities. 

----------  
You may not use ALL of these parts in every checklist.   
Mix and match them as they apply. 
---------- 

10 Components Of An Effective Checklist System 
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• Chronological steps. A step-by-step plan for accomplishing the activity in the order 
each step occurs. 

• Lists. A series of helpful ideas, notes, tips, examples, types, questions, reminders, 
reasons, options, activities, numbers, resources, etc. 

• Swipe Files. A set of case study examples to model or use as a starter for 
brainstorming. 

• Templates. Fill-in-the-blank, copy and paste files that you can use to speed up your 
activities (Ex.  copy and paste emails, javascripts and codes, webpage designs). 

• Specific Details. Notations that are important reminders to aid in accomplishing an 
activity  (tiny details, things you find yourself “relearning”, some point where you 
repeatedly make errors, etc.). 

• Warnings. Anytime something occurs that is counterproductive to your business, add 
a “warning” to your checklist.  “Whatever you do, don’t do this!” 

• Troubleshooting. Sometimes problems occur with the best laid plans. Anytime 
problems occur in one of your sequences, log what steps you took to solve the problem 
on your checklist. “If this happens, then do this…” 

• Visuals. Illustrative aids that help you (a) understand processes better, and (b) 
encapsulate processes in an overview format such as screenshots, diagrams, 
flowcharts, illustrations, graphs. 

• Questions. Interactive questions to get you “thinking” in the perspective of the end 
user. 

• Who is the end user? 

• What does the end user want? 

• Am I speaking MY language or HER language? 

• Have I focused on specifics rather than generalities? 

• Have I shared examples to explain my points? 

• Am I presenting benefits instead of features? 

• How can I be more persuasive or convincing? 

• What is a “hot button” that I can push? 

• What excuse or reason might someone give that I can address now? 
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• Is this missing anything that could make it more user- friendly? 

• Resources. Helpful sites, tools, databases and compilations that aid in the sequence 
of steps on your checklist. 

One Final Note About Checklist Systems... 
You can create these checklists during three time periods on your schedule that won’t 
interrupt your “3 hour a day” strategy... 

1. During Small Tasks / Support. If you don’t have other pending small tasks or 
support-related activities scheduled, then work on creating checklist systems during 
that time period of your daily work schedule. 

2. On Fridays. Friday has already been designated as your “research” day, so make good 
use of it by putting your research onto paper. Strive to create at least one new checklist 
system each week on this day. 

3. After Hours. If you want to devote additional time each day (after all, 3 hours a day is 
only 15 measly hours a week), then certainly you can spend time creating your 
checklist systems after your regularly scheduled activities have been completed. 

IN A NUTSHELL:  Your systematic process is all about… 

• Learning how to gather information to develop and improve 
checklist systems so you can effectively run your business. 

• Creating detailed, step-by-step checklist systems for each of your 
business-building activities. 

ASSIGNMENTS 
Here’s your homework... 

(Get that frown off your face!) 

You’ve got only ONE thing to do before our next lesson. 

• DESIGN A Checklist System. Do your research and create a checklist system for one 
activity from each of your three most important assets.   
 
Give me a checklist for an offer development activity, a checklist for a list 
marketing activity and a checklist for a traffic generation activity. You’ll turn in 
THREE checklists to me. 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I don’t care which activity you choose. And I don’t care how long the checklist is. I just 
need to see that you’ve grasped the concept of today’s lesson and are able to put it into 
practice. 

As always, if you have any questions at all about the assignments, email me.  

Until then! 

 
 

Brian T. Edmondson 
Author, Six-Figure System™
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