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

Introduction 
Hello, this is Brian T. Edmondson again -  welcome to our 3rd lesson of the Six-Figure 
System™ e-coaching program. 

As has been our routine, let’s do a quick recap of what we’ve talked about so far in our first 
two sessions – and then we’ll begin with today’s lesson. 

In lesson one, we talked about “formulating a strategy”. And, in a nutshell, that strategy 
consists of… 

• Setting up a 3-hour work schedule to saturate a singular marketplace. 

• Using your three most important business assets (offers, lists and traffic) to maximize 
your profit while minimizing your effort. 

The two decisions we talked about were… 

Your First Business Decision Is To 
Decide Who You Want To Reach 

Your Second Business Decision Is To Determine  
How And With What You’re Going To Reach Them 

That was “formulating a strategy”. 

In lesson two, we covered “formulating a schedule”. In a nutshell, that consists of… 

• Creating a balanced schedule of activities that manufacture, multiply and maximize 
your business. 

• Prioritizing your weekly activities into blocks of time that allow you to get maximum, 
multi-use results from your efforts. 

The two decisions we identified were... 

Your Third Business Decision Is To  
Departmentalize Activities Into A Balanced Plan 
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Your Fourth Business Decision Is To  
Divide Your Schedule Into Prioritized Blocks 

So, that brings us up to today’s session. 

It’s a powerful, powerful thing to set up a schedule of balanced activities as we’ve already 
talked about, especially when it allows you to maximize your three biggest assets and really 
saturate your market. 

But, what about those activities? 

• What if you know WHAT to do, but you don’t know HOW to do it? 

I.E. I know I should create my own product and write articles and 
participate in joint ventures and all that stuff… but I don’t know how to 
do those things!  

• How can you streamline your business for the fastest, easiest, best results? 

• How do you get the most effective, productive use of your time? 

You find yourself needing to do something and you don’t know how. Or, you finally get 
things organized, but it takes too long to complete your activities.  

What happens when you don’t know how to do  
things or don’t know how to do them productively? 

What happens is this: you finish this lesson. :-) 

What I’m about to share with you today is probably THE single most important lesson I’ve 
ever learned about productivity. 

If someone asked me, “Brian, what’s your secret weapon?”, I’d point to about a dozen 
laminated checklists. 

If I had to start over again with absolutely nothing but my checklists, I’d be back up to where 
I am now within 90 days. 

Now, that may sound farfetched and unrealistic, but I believe it’s true. 

The Power of Checklists 
A good friend of mine recently told me that he was in awe of my productivity over the years, 
and he wondered what my “secret” could possibly be. 

It’s simple: my checklists. 
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I am a big, big believer in “systems”. 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. 

When I worked at Wal-Mart® back in high school, everything revolved around a system. I 
mean everything. You ran a cash register the exact same way every single time. 

There was an order to things. 

Open register, count drawer, work your shift, close out drawer, submit to accounting. 

If it’s important enough to develop a process for running a cash register at Wal-Mart®, do 
you think it’s important for you to have a system in place for your business activities? 

When I became a manager at my dad’s grocery store in Tampa, FL I created a system for 
everything we did in the store. Whether it was the routine we had for opening or closing the 
store, the routine we had for doing the daily reports, or the routine we had for scheduling the 
coming work week, there was a process involved… a checklist of steps to complete. 

So, let’s fast forward to here and now. 

What you need is a “system” for everything you do that is related to your business. 

• A “system” for creating a product. 

• A “system” for writing a an email mailing. 

• A “system” for setting up an autoresponder. 

• A “system” for increasing your conversion rate. 

• A “system” for finding and recruiting affiliates. 

• A “system” for every activity on your schedule. 

You need a “system” in place for everything you do, ranging from HUGE tasks like “creating 
an information product” to small tasks like “writing an 800 word article”. 

Listen to me carefully – this is one of THE most powerful things you’ll ever do with your 
business. 

Now, we’re going to cover how to create these checklist systems in our “core concept” 
section, but before we get to that, I need to teach you an invaluable skill that is going to 
monumentally improve your education process. 

Critical Note: We’re going to cover a LOT of material. This is the most 
in-depth lesson of the course. I recommend that you read “building 
blocks” today and then go on to the “core concept” tomorrow so you 
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don’t overload your brain. The reason I covered so much information 
(instead of giving you an abbreviated version) is so you can refer back to 
this again and again throughout the months to come. 

Building Blocks 
There is something that I have learned over the years I’ve spent building my internet 
business. It is this: 

• Beginners generally have no clue about how to do all of the “business-building 
activities” that are necessary for success. 

• Intermediates know how to cover the basics, but really don’t know how to take it to the 
next level. 

• Pros don’t know everything either – and, whether they admit it or not, they leave a lot 
on the table because they become complacent in learning new things. 

Now, I don’t know which of those categories you fall into. It doesn’t really matter. What 
matters is that you do something about it. 

Whether you’re just starting out and need to “learn the ropes” or have been doing this for 
years and need to step it up a notch, it all comes down to this... 

Learning… And… Applying 

I think I’ve told you enough about “applying”. You’ve got an activities list longer than the 
U.S. Constitution. :-) 

So, let’s talk about “learning”. Specifically, we’re going to talk about “researching”. 

Now, hold on, hold on, don’t get all bent out of shape.   

I know that for most of us the thought of “research” invokes visions of staying up late at the 
library pouring over books so we don’t fail tomorrow’s exam. 

Don’t worry, I wouldn’t put you through that. It’s bad enough that we had to do it the first 
time, right? 

Here’s the thing: you’ve got all of these activities from last week’s lesson that you want to 
create checklist systems for  – but where do you find the specific information you need to 
complete the checklist and complete the activity? 

For example: The “chronological steps” of creating a product… what are they? You can’t 
put them onto your checklist unless you know what they are, right? You can’t create a system 
without knowing what action steps are to be included in the system. 
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So, that bring us up to your next business decision as we continue building upon our course 
thus far... 

Your Fifth Business Decision Is To Develop Research  
Routines To Establish And Improve Your Checklist Systems 

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. 

Mark those two words down and underline them. Intent and reason. 

Most people make the mistake of looking for information that will help them “make money 
online” instead of looking for precise information that will help them learn or master a 
specific activity. 

Do you see the monumental difference? 

It’s important that you don’t try to absorb an encyclopedia of information – 90% of which 
isn’t going to be useful to you at this moment in time. 

When you read an article or download a report, watch a webinar, or visit a web site, do so 
with intent and reason… with the singular goal of learning something you can use promptly 
as it is related to your current agenda. 

Don’t get derailed by the details! 

From this day forth (okay, that may be a long time – let’s say for the 
next 30 days), I don’t want you to read any business related information 
that isn’t for a specific purpose. 

If you aren’t reading it to learn something specifically about completing one of your 
scheduled activities don’t waste your time on it. 

Deal? 

Now, having said that, there are 3 very good ways to learn anything you want about growing 
your business. Two of them are completely free.   

So, that’s what I want to teach you now. 

Note: Please remember the purpose here – to learn how to begin or improve the activities 
you’ll be scheduling to build your business. To learn the “how” of what you’ll be putting 
down on your checklist systems for those activities. Got it? 
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3 Ways To L.E.A.R.N.™ Anything You  
Want About Growing Your Business 
I’ve developed a very simple, 3-part system for educating yourself on just about anything you 
need for your business. I call it the L.E.A.R.N.™ system. 

L.E.A.R.N. is... 

Look Everywhere. Acquire Resources. N-Vestigate. 

Let’s talk about each of these three methods... 

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. 

In other words, you watch the process. 

How about an example? 

Example: When I first started out in the early 2000’s, I learned very 
quickly that I need to start an affiliate program. First of all, there weren’t 
any products available that taught how to do that. Secondly, I didn’t 
have any money to buy them if they were available!   
So, what did I do? I started joining other people’s affiliate programs.  
And I watched the PROCESS. I looked at their signup page, their 
affiliate agreement, what script or third party they were using to run the 
program, what marketing materials they provided, their follow-up 
messages, their contests and incentives, the commission percentage they 
provided and so forth. I setup my first affiliate program based on what I 
saw other successful people doing. 

You can learn how to do MANY of the things on your activities list by watching what other 
people do. By referring to their model. By examining specific things about their processes. 

Watch the processes. And “look everywhere”… 

• Subscribe to email lists and mini-courses. 

• Visit web sites and study ad copy. 

• Look for up-sells. 

• Identify how popups are used. 
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• See how lists are offered. 

• Check out blogs and layouts. 

• Join affiliate programs. 

• Watch your inbox for mailings. 

• Observe how they write articles. 

• Watch for new and innovative strategies. 

• Learn how people promote affiliate programs. 

• Keep an eye on their use of video, audio, and webinars. 

You’ll be amazed at what you learn if you examine how other people run their businesses. 
Go in with your eyes on the process to see how people run things.   

Note: Stop listening to what people tell you about their businesses and start learning from 
what they actually do.  

I’m going to talk more about this in our final lesson when I talk about following a mentor, 
but I just want to introduce you to this powerful way to learn… simply by observing the 
winning habits and methods of other successful internet marketers.  

Look everywhere. 

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. 

Now, I want to remind you of something I mentioned earlier. It’s all about intent and reason.  
Don’t buy something just because someone tells you to buy it, spend your money because it’s 
something specific that you need to accomplish a specific task. 

For example: If you’re looking at your scheduled list of activities and see 
that “writing articles” is going to be a regular activity – and you don’t 
really know how to do that well, then looking for a product that 
specifically teaches you how to write articles is a logical choice. 

That kind of purchase is wise and warranted. 

The problem purchases come in when someone sends you an email and gets you all hyped up 
about some new blah, blah, blah and you buy something that you don’t really need right now. 
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Big, big difference. 

I have a rule that I always share with my clients that I believe you should print out and post 
near your computer. When it comes to purchasing business products, go by this simple 
rule... 

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

Let me say that again – please, please, please get this engrained in your marketing psyche... 

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

Listen to me carefully: Marketers are smart. They can make anything sound great and make 
you believe that you need something that you really don’t need. Be wise in your purchases. 

• It’s okay to spend money on things you specifically need for this moment in time. 

• It’s probably not okay to spend money on things you either don’t need at all, or don’t 
need right now.   

I spend money all the time for things. And I think it is critical that you be willing to invest 
money in products and services that will help you build your business. 

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. 

That’s when you buy. 

Now, I trust that since I told you that, when the time comes, you’ll buy from me. :-) 

Moving on... 

3. N-vestigate. 

Here’s where we are going to spend just a little bit of time. 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. 

While this one takes some time – it’s obviously not as quick as just ordering and 
downloading a product – you can pretty much find out all you need to know by researching 
online. Especially when it comes to the basics. 
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Note: Now, before I move on, let me stress that I’m not saying you 
should never buy products. Buying products can save you time, and it 
can also get you privileged information that isn’t available anywhere 
else. You need a balance of all of these three things that I’m teaching you 
here. Keep that in mind. 

Having said all of that, let’s look at three ways to “N-Vestigate” online to find out how to do 
just about anything… 

#1:  N-Vestigate Google®. 

It shouldn’t be any surprise that I begin with Google.com®. It’s the world’s best search 
engine and there’s just a wealth of information waiting for you to discover it. 

There is a very good tutorial at http://www.googleguide.com/ that will give you some great 
insight into how to tap into Google’s® powerful database. (The website looks really 
outdated, but it’s a great resource!) 

What I want to do here is give you some specific things that you can do at Google® that will 
allow you to learn just about anything you want. 

• First, I want to give you fifteen specific phrases to search for in combination with 
keywords to produce great information results. 

• Secondly, I want to share one specific “type” of search that you may not be aware of 
which will likewise give you some great results. 

15 Great Searches 

1. Tips. This is a great search word for generalized information. Just insert a keyword 
before the word and enclose it in parenthesis. Examples:  “list building tips”, “copywriting 
tips”, “ebook tips”. 

2. Mini-Course/ e-Course. This search will oftentimes find complete courses you can 
subscribe to about a specific topic.  Examples:  “list building min-course”, “copywriting 
mini-course”, “ebook mini-course”. 

3. Lessons. Another variation is “lessons” which yields a variety of different kinds of 
information ranging from articles to reports.  Examples: “list building lessons”, 
“copywriting lessons”, “ebook lessons”. 

4. Ways To. This is often a very informative search and can be used to find more specific 
information. Examples: “ways to build a list”, “ways to write an ebook”. 
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5. How To. Perhaps the best search for specific information is the classic “how to” search.  
Examples:  “How to build a list”, “how to write a salesletter”, “how to write an ebook”.  
Note:  You can also test adding adjectives or adverbs to your search.  Example:  “how to 
quickly build a list,” “how to build a large list”. 

6. 101 / Top 10. This is one of my favorite searches because you never know what you 
might come up with. The idea is to insert a commonly used number (Like “101” or “Top 
10”) into your search. It generally works best if you don’t enclose it in parenthesis (I.E. 
101 email list). You can combine it with other terms for tighter results. (I.E. 101 list tips, 
101 ways list). 

7. eBook. With this search, you oftentimes find “paid” products being offered, but 
sometimes you’ll also get listings for free ebooks that are available. Examples:  “list 
building ebook”, “copywriting ebook”, “ebook ebook”.  I’m kidding on that last one.  

8. Examples / Case Studies. While this one doesn’t often give a lot of results, when it 
does they are usually quite helpful.  Examples: “list example”, “list case study”, 
“salesletter example”, “ebook example”. You can also reverse the words and will usually 
get a different result. Example:  “example list”, “example salesletter”, “example ebook”. 

9. Videos. Again, sometimes you’ll get “paid” offers here, sometimes “free ones”. Examples:  
“list building videos”, “salesletter videos”, “ebook videos”. 

10. Tutorials. This one is usually very good for getting step-by-step instructions for a 
particular topic. Examples:  “list building tutorial”, “salesletter tutorial”, “ebook tutorial”. 

11. Best practices. This search term isn’t one that’s used often in “internet marketing” 
circles, but many more corporate, B2B sites use it, and you can find some very useful 
information as you search it.  Examples: “email best practices”, “copywriting best 
practices”, “ebook best practices”. 

12. Articles. This is another all-time classic and still produces some really useful results. 
Examples: “list building articles”, “copywriting articles”, “ebook articles”. 

13. FAQs. This one is a hit and miss. Sometimes you get great results, sometimes you get 
nothing. It’s worth the three seconds it takes to type it in just in case. Examples:  “list 
building FAQs”, “copywriting FAQs”, “ebook FAQs”. 

14. Checklists. This is another one that can sometimes just give you incredible results. I’ve 
found free checklists that are more detailed that some paid products. Examples:  “list 
building checklist”, “salesletter checklist”, “ebook checklist”. 

15. Guide / Guide to. This search sometimes has more “paid” than “free” information 
available, but occasionally you hit paydirt. Examples:  “list building guide” or “guide to 
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list building”, “copywriting guide” or “guide to copywriting”, “ebook guide” or “guide to 
ebook”. (A variation of this one is the word “report”.) 

These are some incredible ways to do your research at Google® to find out just about 
anything you’d want to know – especially basic, foundational information.  

It’s also really good for building swipe files and brainstorming ideas. 

Now, real quickly before we move on to our other two places to “N-Vestigate”, I want to 
share a powerful, powerful “type” of search you can do at Google® that will often give 
you some fascinating results. 

It’s called the “filetype” search. 

What you can do is have Google® search for specific “types” of files, not just HTML web 
pages. 

My favorite is:  PDF! 

Let’s look at some examples: 

• “optin list” filetype:pdf 

• “autoresponder” filetype:pdf 

• “copywriting” filetype:pdf 

Each of these will yield results of PDF files with these respective phrases in the PDF file 
itself. You’ll often find some really useful free reports included in the listings. 

I hope you realize… 

This is a powerful way to search Google®! 

Note: You can also search for .doc files and .rtf files. 

Okay, so we’ve spent enough time on Google®, huh? It’s an impressive compilation of site 
listings that will yield just about any information you can be interested in with a bit of 
searching. 

Whatever you have on your list of scheduled “activities”, if you don’t know how to do some of 
the things, Google® is a great place to begin. 

Let’s move on to our other two research ideas. We’re not going to spend much time on them, 
because they don’t need a lot of explanation – and, we’ve run over on our time already. 

#2:  N-Vestigate Facebook® Groups. 
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There is literally a Facebook® Group for anything you can think of. 

• Coin collecting. 

• Online marketing. 

• Facebook® Advertising. 

• Quilting. 

• Golfing. 

You can just simply search Facebook® and find several groups related to your area of 
interest. 

These groups are a great place to make connections, ask questions, and get “insider” 
information that some people only share within these specialized groups. 

One more research strategy to go… 

#3:  N-Vestigate Forums. 

If you need to know how to do something related to marketing on the internet, or find 
information related to your particular niche, then forums are still a great place to do so. 

If you don’t wear out your welcome (I.E. Asking a dozen questions a day!), you’ll find the 
information given away for free at these discussion forums just by asking for it is invaluable 
to your business. 

Drop by and ask for information related to what you need to learn. You’ll get some great 
suggestions. Some will offer free articles, reports, etc. Some will volunteer to help.   

All in all, you’ll usually get a quick response and some valuable information. 

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

Use it. 

So, we’ve looked at this idea of researching – finding the information you need to complete 
any activity on your schedule – for creating checklist systems in great detail. 

Now, before we wrap up this lesson, let’s look at our “core concept” where I’m going to 
explain exactly what you need to include in a checklist system to really streamline your 
business. 
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“You’ve taught me some great things about how to find the information I 
need for creating a checklist system, but how do I mechanically set up 
one? How can I put one of these together for an activity?” you may be 
asking. 

Let’s talk about how to actually create a system for your activities. 

Here’s how... 

Core Concept 
Now, before I share with you how to create a checklist system, let me just briefly answer the 
question, “why checklists?” 

• Saves time! Firstly, it saves time. You’ll be able to get things done much quicker by 
having a detailed checklist in front of you that you simply walk through step-by-step. 
You’ll see this SO clearly after I show you what to include in your checklists. 

• Makes things easier! Not only will it save you time, but it will also make things easier.  
With a clearly defined course of action before you, there will be fewer delays due to 
errors or indecision. Ever stop and think to yourself, “Okay, what should I do next?”  
You’ll never ask that again. Well, not nearly as often as you used to ask it. 

• Makes things better! Your checklist systems also make things better. By regularly 
improving and updating your systems, you’ll also be running at maximum 
effectiveness. There’s a big, big difference between doing something and doing 
something well. You’ll learn ways to automate and streamline as you go. 

• Tracks progress! Another powerful reason to use checklist systems is because you can 
track your progress. Every step you complete means another line crossed out on your 
checklist. That’s an incredibly motivating thing to see. The more crossed out entries on 
your list, the more progress you’re making, the more motivated you get to keep going. 

• Prevents frustration! Your checklist system will also help you to avoid a lot of 
frustration. For months when I was splicing together audio clips, I would run into the 
same stupid problem of not being able to pinpoint the precise time to cut and paste.  
Finally, I made myself a note about how to do it on my checklist, and it’s never given 
me trouble since. 

• Prevents forgetting things. Finally, your checklist will help you to stop forgetting 
important details. I’ve actually forgotten to load an autoresponder message to my 
“welcome” email for new customers and a gazillion other minor details. With a 
checklist, you avoid a lot of headaches and delays due to omissions of steps because 
you WON’T forget about them. 
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Note: And, again, let me emphasize this, you want a checklist system in place for virtually 
all of your business-building activities on your schedule. Some checklists will be 
glorified “reminders”, while others will be full-blown systematic processes. Let’s talk about 
both... 

Your Sixth Business Decision Is To Detail Step-By-Step Checklist Systems For 
Your Business-Building Activities 

Here’s how you do it… 

10 Components Of An Effective Checklist System 
There are some specific things you’ll want to include in your checklists. I’ve identified 10 
“components” of an effective checklist system.  

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

1. Chronological Steps.  

The first part of an effective checklist is what I’ve labeled “chronological steps”. In other 
words, you would outline a step-by-step plan for accomplishing the activity in the order each 
step occurs. 

Your chronological steps are the foundation of your checklist. They ensure that you get 
everything done  - and you get everything done in the proper sequence. 

Now, if it’s a large, lengthy process such as “creating a product”, I work from a two-step 
approach in creating my checklist… 

• Step 1: Identify Major Steps. I try to keep this in single digits. In other words, 9 
steps or less. If at all possible, I’d like it to be 5 or less. After I’ve identified my major 
steps in their proper order, I then… 

• Step 2: Insert Minor Steps. That is, I create an index of small, bite-sized action 
steps to complete each of the major steps.  

To be honest, it’s a mental thing.   

If I have a list of 55 action steps in my checklist, it seems like there is too much to do and I 
find myself getting frustrated because there are so many things still left to do. 
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However, if it’s 5 major steps – even if they each have 11 sub-steps – I feel better about my 
progress. 

What sounds better to you... 

“2 down, 3 to go” 

Or 

“9 down, 41 to go” 

Semantics? Maybe. But it works for me.  

Important: One of the things that really helps me get the steps completed promptly is 
assigning an estimated time for completion, or even a time limit for completion. 

• Example 01: Brainstorm Ideas For Article Content (10 Minutes) 

• Example 02: Post To Forums (30 Minutes) 

• Example 03: Write 10 Pages Of eBook Content (2 Hours)  

Not only does it motivate you to be productive, it also helps you in scheduling your week. 
Each of your sessions is forty-five minutes. By looking at your estimated time for completion, 
you can effectively schedule your week based on what you can reasonably expect to complete. 

Not only do things need to be organized into a chronological series of steps, but another key 
component of your checklists is... 

2. Lists.  

I find myself using “lists” every single day and I, literally, couldn’t effectively run my 
business without them. 

A list can be any number (I have lists of 2-3 entries all the way up to over 100 entries) and 
can contain all kinds of helpful entries like… 

• Ideas 

• Notes 

• Tips 

• Examples 

• Types 

• Questions 

© 2017 Brian T. Edmondson Page !18 http://www.InternetIncomeCoach.com 

http://www.InternetIncomeCoach.com


Six-Figure System™: How to Make 100K+ A Year Online Working Only 3 Hours A Day!

• Reminders 

• Reasons 

• Options 

• Activities 

• Numbers 

• Resources 

Hint: I’ll give you a hint… remember last week when I provided you with a master list of 
“activities” – keyword there is a master LIST of “activities”. How helpful is that list?! I think 
you see the point. 

Let me give you just a brief look at one of my own checklists, which is primarily just a list.   

As you probably know, I write several articles each week for various online publications, 
including Entrepreneur®, The Huffington Post®, and The Balance®, among others. This 
list below is just a short overview of 20 different “types” of articles that I choose from when it 
comes times to write an article. 

Article Ideas List 

• Tips Lists 

• Tutorial | Checklist 

• Pep Talks | Motivational 

• Frequently Asked Questions 

• Swipe Files | Ideas | Examples 

• Interviews (w/myself or others) 

• Resources 

• Case Studies 

• Templates 

• Excerpts of existing content 

• (My) posts from forums / groups 

• Reviews 
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• Tests | Worksheets 

• Business Plans | Blueprints 

• Examination Questions 

• Outlines 

• Forms 

• News 

• Problem Solving / Troubleshooting 

• Emerging Trends 

The above is part of a laminated sheet of many different parts of an overall “Article 
Marketing” checklist system. 

• I have another list which contains 7 different kinds of articles that I write. 

• I have another list of different ways to research Google® to find specific information. 

• I have another list which shares 10 ideas for promoting new content. 

I have dozens of these kinds of smaller “lists” on my checklists.   

Again, it’s just a really solid way to have ready-made information at your fingertips to make 
your work more efficient and productive, while eliminating a lot of wasted time and 
frustration. 

3. Swipe files.   

A third “part” or “component” of an effective checklist is a “swipe file” that you can refer to 
as examples to model or as a starter for brainstorming. 

This is especially good for things like headlines, subject lines, ads, categories, titles (product 
titles, article titles, etc.), offers, etc. 

Again, let me refer to an example that I have in one of my own checklist systems. It’s from 
my “Email Marketing Checklist” and falls under the heading of “Prepare A Mailing For The 
List”.  

The portion that I’ve extracted for you is a list of great email subject lines that I can modify 
for my own use anytime I get ready to fire out a mailing to one of my lists. 

• Why spend half an hour or more trying to craft a good email subject line when I can 
simply modify one that’s already been proven to work? 
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• Or, worse yet, why spend no time at all on the subject line (which, sadly, is what most 
people do) when I can skyrocket my results by modifying an effective one? 

See how important swipe files are? Here’s one that I use for my email marketing... 

Great Email Subject Lines 

• “For _______, This Works Like Crazy” 

• “Why Your ________ Won’t _______”  

• “How to Survive __________” 

• “This _________ Tip Is Almost Too Easy” 

• “The Biggest Mistake _________ Make” 

• “The Real Secret To __________” 

• “The Fastest Way To ____________” 

• “Get Your ________ Questions Answered” 

• “Here’s An Example Of What Works For ___________” 

• “Something Every _____ Needs To Know” 

Note: My actual list has many more subject lines on it, but there’s no point in taking up time 
and space here in this example to list them all. 

I encourage you to begin building swipe files that you can incorporate into your checklist 
systems. Again, it’s a tremendously helpful way to improve your productivity. 

On to number four... 

4. Templates.   

“Templates” are different from swipe files in that these are things that you’ve developed 
yourself or have permission to use as they are, without simply using them as models.   

They come in a variety of shapes and sizes.   

Let me give you just three quick examples... 

• Example 01: COPY AND PASTE EMAILS.  
 
Whether it’s a joint venture proposal that you tweak slightly from partner to partner or a 
“thanks for ordering my product” email that you tweak for each new product you offer or 
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a series of “frequently asked questions” that you copy and paste when someone asks 
(instead of re-writing your response from scratch), copy and paste emails are great 
templates for your checklist. 

• Example 02:  JAVASCRIPTS AND CODES. 
 
I have quite a few javascript codes that I use from time to time (date scripts, meta refresh 
affiliate links, popover ads, opt-in forms, etc.) so I don’t have to go through the process 
of using all of the generators and to get the code again. I have them stored and ready to 
simply copy and paste anytime I want. 

• Example 03:  WEBPAGE DESIGNS.   
 
I have templates for my sales page, my upsell page, my download page, my opt-in page, 
my customer capture page and so forth. I simply make some simple changes to these 
templates and, again, I’ve saved a lot of time – and I’m using something that I already 
know works well for my needs. 

Note:  Obviously, you can’t copy and paste from a printed, laminated checklist. When it’s 
time to insert your templates, use the digital version of your templates. (Hint: Always keep a 
copy of your checklist on your computer for this reason and also to update it periodically.) 
On your checklist, simply note “See template in email folder” or something similar that will 
let you know the location of your template. 

Next up we have... 

5. Specific Details.  

What I mean by “specific details” are simply notations that are important reminders to aid in 
accomplishing an activity. 

Again, let me refer to an example.   

I mentioned earlier that I had trouble for a long time splicing audio together when working 
with separate audio files. 

I’d do it about once a month or so with a project I was involved in and every single month it 
was the same thing – I’d forget how I did it before and I’d have to go through the entire 
frustrating, time-wasting process of figuring it out again. 

So, I made a “specific details” reminder in my checklist that reads like this... 

----------------- 
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To pinpoint where I need to splice the audios, double-click on the time 
boxes in lower right hand corner of the screen for exact times. 
----------------- 

Now, that probably means nothing to you, but it means half an hour of frustration avoided to 
me! 

• Are there tiny details that you’ll likely overlook? 

• Do you find yourself having to relearn things? 

• Is there some point where you continually make errors? 

• Are there “reminders” that will make things better? 

Don’t overlook this – I promise you’ll save hours of time every month if you just take a 
couple minutes to arm yourself with specific details to get you past the troublesome parts of 
running your business. 

Speaking of troublesome parts of running your business, that brings us to the sixth “part” of 
an effective checklist system... 

6. Warnings.   

There are oftentimes things that will be counterproductive to your business that you need to 
warn yourself not to do because of the problems they create. 

I call this the “whatever you do, don’t do this” warning. 

Again, I’ll refer to an example from one of my own checklists. 

For quite a while I used a well known autoresponder script as my mailing list management 
script. It was hosted on my own server and I’d just go into the control panel anytime I 
wanted to send a mailing.   

Well, I found out the hard way that if you went to broadcast a mailing, but then clicked to 
go to somewhere else within the system without saving that broadcast, it would 
automatically send out the message just as you had left it! SEVERAL times I sent out 
incomplete mailings to my entire list this way – and even a few of those mailings were 
completely blank! Ouch. 

On my checklist, I’d add a simple warning... 

WARNING:  Whatever you do, don’t leave the page without saving the 
mailing parameters. 
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What happens when you make “major” mistakes is that you end up spending way too much 
time correcting them and putting out the fires they cause. 

There’s no way to avoid them completely, but certainly you can cut down on them by 
inserting warnings as necessary in your checklists. 

And, since there is no way to avoid them completely, we have “part” number 7 to add to our 
checklist... 

7. Troubleshooting.  

I like to add troubleshooting notes to my checklists as I become aware of them during my 
various processes.  In other words... 

If this happens, then do this. 

There are occasions when you’ll do everything right and somehow things unexplainably go 
wrong. 

I remember I used to have some problems with my flash videos, back when that was the 
standard. I’d do everything by my checklist. It would work fine most times, but sometimes 
the video wouldn’t play at all. I’d hear the sound, but no video.   

And that was despite the fact that I did everything the same way as before. I still don’t know 
what went wrong, but I figured out how to fix it. Enter a note on the checklist... 

Note: If the video doesn’t play properly, check the file name in the code 
of the playback controller.  It might be corrupted. 

And, just like that, I’m back in business. No real wasted time trying to figure it out.   

I encourage you to do this: anytime problems occur in one of 
your sequences, log what steps you took to solve the problem.   

Don’t just assume it will never happen again. Don’t just assume you’ll remember how to fix it 
if it happens again. Add it to your checklist. Problem solved before it becomes a problem. 

8. Visuals.   

I love to use visuals in my checklists to (a) help me understand things better, and (b) 
encapsulate processes in an overview format. 

You can insert all kinds of visual aids into your checklists, including… 

• Screenshots 

• Diagrams 
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• Flowcharts 

• Illustrations 

• Graphs 

• Color Codes 

Screenshots are especially good for showing you how to use software programs and 
online tools (such as autoresponders, control panels, etc.). Color codes are great for 
emphasizing and categorizing. Perhaps my favorite is using flowcharts as an overview 
for a process.  

I’m going to include a portion of a flowchart from my own overall business strategy that I use 
in one of my checklists… 
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Visual aids are great for further explaining and enhancing what’s on your checklist, as well as 
for providing an overview of the process described in the checklist. 

That brings us to our ninth “part’ of an effective checklist, which is… 

Note: At the end of this program I will send you a bonus flowchart that 
outlines the entire Six-Figure System™ into a big picture overview. 
Stay tuned for that. 

9. Questions.  

I love asking myself interactive questions to get me “thinking” in the right mode.   

Sometimes working through a checklist can become a mechanical, methodical, machine-like 
drudgery where we go through the motions without really “getting into” what we’re doing. 

Example: It happens all the time within email marketing. We’ve got a 
formula for writing an article. We get busy doing our research, outlining 
our content, entitling it and writing it. And, in the process, we may have 
forgotten about the person on the other end who’ll soon be reading it. 

It’s important that we stay in touch with more than the mechanical routine of doing what we 
do. We should also stay in tune with the end users and their wants and needs. 

I like to include questions that get me “thinking” from the perspective of others so I don’t 
lose sight of what makes people respond. It’s the edge that separates the good from the 
great in many cases. 

There are several different questions I like to ask in appropriate places on my checklists 

• Who is the end user? 

• What does the end user want? 

• Am I speaking MY language or THEIR 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? 

You know, if I’m writing an article and it’s for beginners, I need to make sure I speak in 
beginners’ terms so they can understand me. And, chances are, I need a reminder to use the 
right language. 

It’s important that we ask ourselves questions throughout our processes that allow us to 
identify with those we’re trying to start, sustain and strengthen relationships with. 

We can do something and get it done. 

Or, we can do something with the end user in mind and get it done well. 

There’s a big difference between the two. 

Finally, the tenth component of a checklist system that I want to mention to you is... 

10. Resources.  

I am a big believer in letting other people do as much work for me as possible.  I try to stick 
to the creative side of things as much as possible. And even with that, I try to make things as 
easy as possible. 

--------------  
We’ll talk more about getting other people to do things for you in our 
final lesson when we speak a bit about outsourcing, etc. 
-------------- 

It is for that reason that I love to insert resources – especially online sites – that I can refer to 
when I need them during my scheduled activities. 

Once again, I’ll dig into my own business and let you get a peek at what I do. 

Example: I have a list of a dozen or so places that I visit for ideas for my 
articles. I check Amazon’s best seller list, other authority websites and 
blogs in my market, magazines at my local bookstore, etc. 

The point is this: I let other people do much of my decision-making for me based on what 
I see happening in my marketplace. I make choices based on trends and current events that 
other people make me aware of simply by checking in and taking their temperature. 

In many of my checklists, I refer to “resources”. Specifically, I reference sites where I can do 
research. 

But, not only that. 

I remind myself where great tools, databases and compilations are located as well. 
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• Example 01: TOOL @ vletter.com. A long time ago, I stumbled upon a site that allowed 
you to create free “handwritten” notes that you could post on your web page. (See my 
example handwritten note reading “Only 50 Lucky People Will Be Accepted” on many of 
my sales letters) And, I bookmarked it. Trouble is, I have a gazillion bookmarks, and I 
couldn’t find it again when I needed it. Since then, I’ve found it and I’ll never forget it 
again because it’s now on a checklist. 

• Example 02: DATABASE @ Merriam-Webster.com. I also refer to a great database that I 
use from time to time. As most people know, I love to be artistic in my writing style. For 
example, I’ll often have all five points of a chapter begin with the letter “D” or all end in 
“tion” (Obligation, Migration, Destination) and so forth. While I am a very gifted writer, I 
am not a walking encyclopedia who can simply come up with words all day long.  So, I’ve 
got this site noted in my checklist, and it has a dictionary database that can be searched 
in a variety of phonetical, categorical and etymological ways. (Did you notice all three of 
those words end with “ical”? ) 

• Example 03: COMPILATION @ Ehow.com. I periodically stop by Ehow.com for some 
research as well. While I don’t have a lot of trouble remembering the domain name 
anymore, I do have trouble remembering to go to the site… so it’s on my checklist in an 
appropriate spot. 

The idea is simple: note any specific resources that will aid in your activities on your 
checklist. Don’t just bookmark them and let them get lost. Note them on your checklist so 
you’ll not only recall the URL, but you’ll also remember to use it! 

Don’t Forget! I’ve included a few sample checklist systems in your lesson materials this 
week. These are actually checklists that I refer to in working my way through my weekly 
scheduled activities. 

One Final Note About Checklist Systems... 
Before we close out, let me say one more thing about checklist systems.   

You can create these checklists during three time periods on your schedule that won’t 
interrupt in 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. 
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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. 

Speaking of checklist systems, it’s time for your homework.  

Assignments 
You only have one homework assignment this week. Say “nice teacher”. Go ahead, I’m 
listening. 

Here it is… 
• 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. 
 
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. 

Note:  Please refer to the three sample checklists I’ve provided with this week’s materials for 
styles and ideas – and don’t forget to look at the “condensed” versions of each week’s e-
coaching lesson… these are nothing more than checklist systems! 

————— 

Please email these to me in text format. Then, please email me 
separately to let me know that you sent them so I can confirm they 
arrived. 
————— 

Closing Remarks 
I know we have covered a LOT of information here, but it is mainly for you to refer back to.  
Very little of what I’ve shared today will you need to memorize. It’s been shared primarily as 
a resource for you to turn to again and again as you create your checklist systems. 

Well, that’s it for this week’s e-coaching lesson. You’ve just been given some incredible 
information for setting up and streamlining your business activities to put everything into 
motion. 

© 2017 Brian T. Edmondson Page !29 http://www.InternetIncomeCoach.com 

http://www.InternetIncomeCoach.com


Six-Figure System™: How to Make 100K+ A Year Online Working Only 3 Hours A Day!

 In a nutshell, it’s all about… 

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

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

That’s it for “formulating a system”. In our final lesson, we’ll identify how to sidestep 
obstacles and use some business-changing “shortcuts” to success that will put on the 
finishing touches as we look at “formulating a solution”. 

Until then, this is Brian T. Edmondson with the Six-Figure System™. 

 
 

Brian T. Edmondson 
Author, Six-Figure System™
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