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Business productivity 
checklist

Building a productivity plan takes time, but a well-structured approach can help you streamline operations, improve 
efficiency, and maximize results. 
Use this checklist to identify key areas that impact your business and create a schedule to implement improvements. 
Small, consistent changes can lead to significant long-term gains.

9 Optimize time management

Prioritize tasks using the Eisenhower Matrix or similar 
method

Minimize distractions by implementing focus 
techniques 

Establish clear deadlines and accountability measures

Encourage efficient meeting practices

Automate or outsource non-essential tasks

9 Strengthen customer/supplier bonds

Improve response times to customer inquiries and
concerns

Streamline order fulfillment and delivery processes

Evaluate supplier efficiency and negotiate better
terms where possible

Use CRM (Customer Relationship Management) tools
to track interactions

Seek regular feedback to refine service or product
offerings

9 Identify the need for improvement

Review business goals

Gather employee feedback

Check customer satisfaction results

Compare productivity with industry standards

Assess resource use and past performance

9 Check business productivity

Document and optimize workflows

Monitory time and performance metrics

Evaluate technology and automation

Review financial and inventory management

Measure your responsiveness

9 Implement a strategy

Set SMART goals and assess risks

Streamline and automate processes

Leverage training and productivity tools

Review progress and adjust strategies

9 Manage your workforce

Encourage employee engagement

Improve internal communication channels

Delegate tasks appropriately

Reward productivity achievements

Avoid unnecessary meetings
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Identify need for improvement

Review business goals
Aligning productivity with business goals means that 
all efforts contribute to the overarching objectives 
of your company. It’s how to adjust your productivity 
strategies to meet changing demands and make 
sure resources are focused on high-impact areas.

You can also check to see if your current productivity 
is harming your ability to reach your objectives. For 
example, if you want to scale, low productivity may 
be holding you back.

Gather employee feedback
Your staff are the ones on the ground dealing with 
redundant processes and outdated technology. 
They’ll be able to tell you where their greatest 
frustrations lie and may have suggestions for ways 
to improve. Gathering their feedback can identify 
hidden challenges and opportunities for productivity 
improvements. 

Your team will often have first-hand insights into 
inefficiencies and can offer valuable suggestions 
for streamlining operations. For example, they may 
highlight that a manual invoicing process is causing 
delays, suggesting an automated system that could 
save hours each week.

Check customer satisfaction results
In addition to your staff, your customers are great 
sources of information about your productivity. 
Customer feedback can highlight areas where 
productivity improvements are necessary. Swift 
and effective responses to customer complaints or 
suggestions can lead to better service delivery and 
improved customer retention. 

Long-term customers may be able to identify issues 
such as a decrease in the quality of your goods 
or customer service. If multiple customers report 
delayed shipments, this could indicate a bottleneck 
in your fulfillment process that needs to be 
addressed to maintain satisfaction and loyalty. 

Compare productivity with industry 
standards
Conducting this comparison provides a benchmark 
and can highlight areas for improvement. This 
analysis can help identify best practices in the 
industry and areas where your business may be 
falling short. 

If your KPIs are lower, you can use that data to 
identify areas for improvement. For example, if 
competitors in your industry complete customer 
orders within 24 hours while your business takes 
48 hours, you may need to reevaluate your order 
processing system to stay competitive. 

Assess resource use and past 
performance
Review how effectively you’re utilizing human, 
financial, and technological resources to maximize 
efficiency and minimize waste. Identify any 
productivity bottlenecks, such as excessive employee 
overtime or frequent equipment downtime, and 
explore solutions like preventive maintenance or 
process adjustments. 

Analyzing past performance data can also reveal 
trends and inefficiencies, helping you refine 
strategies and set realistic productivity goals. 
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Check business productivity

Document and optimize workflows
Map out workflows to identify inefficiencies, 
redundancies, and opportunities for automation. 
Use process diagrams, staff interviews, and workflow 
tools to streamline operations and improve 
productivity.

Diagramming your processes, including all steps, 
decision points, inputs, and outputs will help you 
visualize your workflows. Interviews with your staff 
will help you see how different team members 
understand the same process. Workflow automation 
tools can also help you to document your processes. 

Monitory time and performance 
metrics
Use time tracking and key performance indicators 
(KPIs) to assess productivity and identify areas for 
improvement. Tracking how time is spent can reveal 
inefficiencies, while KPIs help measure business 
success against goals. 

Choose metrics that are relevant to your business 
and your industry and that align with your overall 
business objectives. If your sales conversion rate is 
lower than the industry average, this may indicate 
a need for improved lead nurturing strategies or 
better sales training for your team. 

Evaluate technology and automation
The right technology can significantly improve 
productivity. Assessing tools and technology 
within your organization is an important step 
towards improving productivity and making sure 
that investments in technology yield the desired 
outcomes. 

This process involves evaluating current 
technological assets, identifying gaps, and 
determining whether new or upgraded tools are 
needed to meet business objectives. 

Review financial and inventory 
management
Financial analysis involves examining your business’s 
financial statements to evaluate performance 
and make future financial decisions. It’s essential 
for understanding the financial health of your 
organization and its productivity. 

Analyze operational costs and inventory practices 
to improve cash flow and efficiency. Optimize stock 
levels with demand forecasting and automated 
tracking to balance availability and cost-effectiveness.

Measure your responsiveness
Customer response time measures how quickly 
your business responds to customer inquiries, 
orders, or service requests. Short response times 
can significantly improve customer satisfaction and 
loyalty, as they contribute to a positive customer 
experience. 

In many industries, speed of response can be 
a competitive differentiator. If a potential client 
submits an inquiry and receives a response within 
minutes rather than hours, they are more likely 
to engage with your business instead of seeking 
alternatives. 
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Implement a strategy

Set SMART goals and assess risks
Specific, Measurable, Achievable, Relevant, and 
Time-bound (SMART) goals provide clear direction 
and track progress. A well-structured goal, 
such as reducing process time by 20% by a set 
date, provides accountability and sustainability. 
Productivity improvements should focus on long-
term solutions, like upgrading equipment, rather 
than unsustainable measures like excessive 
overtime.

Assess potential risks that could derail productivity 
efforts, such as technological failures or process 
inefficiencies. Conduct a risk assessment to identify 
these challenges early and develop contingency 
plans to mitigate their impact.

Streamline and automate processes
Identify bottlenecks and redundancies within 
existing workflows to eliminate inefficiencies. Process 
mapping and lean management principles can help 
pinpoint areas for improvement.

Leverage automation tools to optimize repetitive 
tasks, reduce errors, and free up employee time for 
high-value activities..

Leverage training and productivity 
tools
Equip your team with the necessary training to 
improve their skills and keep up with industry 
advancements. Proper training means your will 
make use of new technologies and methodologies, 
improving both productivity and innovation.

Adopt productivity tools that integrate seamlessly 
with existing systems and align with business 
needs. Project management, communication, and 
automation software can improve collaboration, 
efficiency, and overall performance.

Review progress and adjust strategies
Schedule regular performance reviews to assess 
productivity goals and identify areas needing 
improvement. Comparing actual results to objectives 
helps refine strategies and keep teams aligned with 
business priorities.

Constructive feedback sessions allow teams to 
address challenges, celebrate successes, and adjust 
processes as needed. 

Promote efficiency and innovation
Encourage collaboration and cross-functional 
teamwork to drive creative problem-solving and 
process improvements. A culture that values 
innovation helps businesses adapt to new 
challenges and opportunities.

Implement agile methodologies that support rapid 
feedback loops and iterative improvements. A 
dynamic and adaptable work environment leads 
to sustained productivity growth and long-term 
success. 
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Manage your workforce

Encourage employee engagement
Engaged employees are more likely to be motivated, 
committed, and invested in their work, leading to 
higher levels of performance and innovation. To 
improve engagement, it’s important to create a work 
environment that values and supports employees’ 
personal and professional growth. 

Employees who understand the impact of their 
contributions are more motivated to maintain high 
productivity levels. Recognizing employees for their 
achievements will improve morale and encourage 
continued high performance.

Improve internal communication 
channels
Effective communication improves productivity by 
reducing misunderstandings, so that everyone is 
aligned with their roles and responsibilities and 
facilitating quicker decision-making. 

Consider implementing a variety of channels that 
cater to different needs, such as instant messaging 
for quick queries, video conferencing for team 
meetings, and project management tools for 
tracking tasks and progress. It’s important that these 
channels are easily accessible and user-friendly to 
encourage their use.

Delegate tasks appropriately
It’s important to distribute workload evenly across 
the team, so that tasks are matched with employees’ 
skills and capacities. This not only optimizes 
your team’s overall efficiency but also empowers 
employees by trusting them with responsibilities that 
align with their strengths and development goals. 

You need to provide clear instructions and the 
necessary resources to complete the task, as well 
as to establish expectations for outcomes and 
deadlines. For example, assigning a tech-savvy 
employee to oversee the implementation of new 
software can lead to a smoother transition while also 
encouraging their professional growth.

Reward productivity achievements
Recognizing and rewarding high performance not 
only improves the morale of individual employees 
but also sets a benchmark for excellence within the 
team. Rewards can take many forms, from financial 
incentives like bonuses or raises to non-financial 
recognition such as additional time off, public 
acknowledgment, or opportunities for professional 
development. 

Tailoring rewards to match employees’ preferences 
and values can improve their effectiveness as 
motivational tools. 

Avoid unnecessary meetings
Minimizing the number of meetings frees up time 
for your team to focus on their core tasks. Meetings 
can be time-consuming and often interrupt the flow 
of work, especially if they are poorly planned or lack 
clear objectives. 

Schedule them only when necessary and when 
the objectives cannot be achieved through other 
communication methods. Before organizing a 
meeting, clearly define its purpose, agenda, and 
expected outcomes. Invite only those individuals 
whose presence is essential for the meeting’s 
objectives and keep the duration as short as 
possible.
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Optimize time management

Prioritize tasks using the Eisenhower 
Matrix or similar method
Effective prioritization means that urgent and 
important tasks receive immediate attention while 
less critical activities are scheduled or delegated. The 
Eisenhower Matrix, for example, helps categorize 
tasks into four quadrants: urgent and important, 
important but not urgent, urgent but not important, 
and neither urgent nor important. 

Using this approach, you can allocate time and effort 
efficiently, so that high-value tasks drive productivity. 
For example, responding to a major client issue 
would fall under urgent and important, while 
long-term strategic planning would be classified 
as “important but not urgent” and scheduled 
accordingly.

Minimize distractions by implementing 
focus techniques 
Techniques like the Pomodoro Method, which is 
about working in focused sprints with short breaks, 
and time blocking, which is dedicating set time 
slots to specific tasks, can help employees maintain 
concentration and complete tasks more efficiently. 

Encouraging a distraction-free environment leads 
to higher focus and better results. For example, 
setting do not disturb hours or designating quiet 
workspaces can help minimize interruptions and 
create a more focused work atmosphere.

Establish clear deadlines and 
accountability measures
Setting clear deadlines for projects and daily tasks 
creates structure so that work progresses at an 
optimal pace. Without defined timeframes, tasks can 
stretch indefinitely, reducing efficiency. 

Assigning accountability measures, such as regular 
progress check-ins or project management tools, 
helps keep teams on track and encourages a sense 
of responsibility. For example, using a tool Trello for 
task tracking can help employees visualize deadlines 
and monitor their progress, fostering a sense of 
urgency and ownership over their work

Encourage efficient meeting practices
Establishing structured agendas, setting clear 
objectives, and enforcing time limits helps make sure 
that meetings remain focused and productive. 

Encouraging alternative communication methods, 
such as quick status updates or collaborative project 
management tools, can also reduce the need for 
unnecessary meetings. Using tools like Slack for 
real-time updates or Google Docs for collaborative 
editing can help keep teams aligned without the 
need for lengthy meetings.

Automate or outsource non-essential 
tasks
Repetitive and low-value tasks can consume valuable 
time. Automating tasks like scheduling, invoicing, 
and email responses with digital tools can improve 
efficiency. 

Outsourcing non-core functions, such as 
bookkeeping or IT support, will help you focus 
on strategic goals. Using an automated invoicing 
system can reduce administrative burden, while 
outsourcing IT support means that your technology 
infrastructure is managed by specialists without 
taking up internal resources.

https://www.eisenhower.me/eisenhower-matrix/
https://www.eisenhower.me/eisenhower-matrix/
https://www.pomodorotechnique.com/
https://trello.com/
https://slack.com/
https://docs.google.com/
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Strengthen customer/supplier 
bonds

Improve response times to customer 
inquiries and concerns
Fast and efficient communication is essential for 
maintaining strong customer relationships. Delays 
in responding to customer inquiries can lead to 
dissatisfaction and lost business. 

Implementing automated responses for common 
queries, setting response time targets, and training 
employees to handle customer concerns effectively 
can improve overall service quality. Using a chatbot 
to handle frequently asked questions allows your 
team to focus on more complex issues while making 
sure that customers receive immediate responses 
for basic inquiries.

Streamline order fulfillment and 
delivery processes
Evaluating supply chain logistics, optimizing 
warehouse organization, and adopting inventory 
management software can improve order accuracy 
and reduce delivery times. 

A streamlined process means that customers 
receive products or services on time, increasing trust 
and loyalty. For example, integrating your inventory 
system with your e-commerce platform can ensure 
real-time stock updates and faster order processing, 
minimizing the risk of delays or stockouts.

Evaluate supplier efficiency and 
negotiate better terms where possible
Suppliers play a key role in business productivity. 
Assessing their reliability, cost-effectiveness, 
and delivery times can help identify potential 
inefficiencies. Where necessary, renegotiating 
contracts for better pricing or improved service 
terms can lead to cost savings and improved 
productivity. 

Exploring alternative suppliers or diversifying 
sourcing options may also reduce risks. If a supplier 
consistently misses deadlines, finding a more 
reliable partner or negotiating faster shipping terms 
could help maintain smooth operations and avoid 
disruptions.

Use CRM (Customer Relationship 
Management) tools to track 
interactions
A well-organized CRM system helps you manage 
customer interactions, track purchase history, and 
personalize communication. You can anticipate 
needs, address concerns proactively, and build 
stronger relationships. 

An effective CRM strategy can improve customer 
retention and increase sales efficiency. Setting up 
automated follow-up reminders or personalized 
offers based on past purchases can lead to more 
timely and relevant customer interactions.

Seek regular feedback to refine service 
or product offerings
Customer and supplier feedback provides 
valuable insights into areas needing improvement. 
Conducting regular surveys, monitoring reviews, and 
analyzing customer complaints can help businesses 
refine their offerings and processes. 

Addressing concerns and acting on feedback can 
strengthen relationships and improve overall 
productivity. If customers frequently suggest 
improvements to a product feature, implementing 
these changes can lead to greater satisfaction and 
reduce the likelihood of churn.
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This is a guide only and should neither replace competent advice, nor be taken or relied upon as financial or professional advice. Seek professional 
advice before making any decision that could affect your business.

Notes
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