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At everVine, we believe healthy systems create margin for what matters most.

Most business owners start with a vision—to serve others, solve problems, and build something
meaningful. Over time, however, the daily responsibilities of running a business can begin to
compete with the work that matters most.

This workbook is designed to help you identify opportunities to simplify, delegate, and
strengthen your systems so you can lead with greater clarity, confidence, and purpose.
Our hope is that these pages provide practical next steps and encourage you to build a business
that supports your vision instead of competing with it.

WELCOME
Thank you for downloading this everVine Clarity Tool.

Our Mission
To create peace through clarity, healthy systems, and

thoughtful stewardship, so leaders are free to fully invest in the
purpose they've been called to fulfill.

About everVine
everVine partners with businesses and entrepreneurs by providing administrative, executive,
and operational support that helps leaders stay focused on what only they can do.

From executive assistance and project management to workflow development,
documentation, and business operations, our goal is simple:

To help businesses thrive through thoughtful support behind the scenes.



Business Delegation Checklist

What Only You Can Do

One of the greatest challenges of leading a business is knowing what to hold onto—and
what to entrust to someone else.

Healthy leaders focus their time and energy on the work only they can do. Use this
checklist to identify the responsibilities that belong on your plate and where healthier
systems or support could create greater margin.

Keep as Your Responsibility
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Vision & Leadership

□ Strategic planning
□ Business development
□ Major client relationships
□ Financial decisions
□ Team leadership
□ Hiring decisions
□ Company vision
□ Culture

High-Level Decision Making
□ Pricing decisions
□ New services
□ Partnerships
□ Long-term planning
□ Final approvals
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Consider Delegating 

Calendar & Scheduling

□ Scheduling
□ Confirmations
□ Travel
□ Appointments
□ Reminders

Email Management

□ Inbox organization
□ Routine replies
□ Client follow-up
□ Newsletters
□ Drafting emails

Administrative Support

□ Formatting documents
□ Meeting agendas
□ Meeting notes
□ Research
□ Data entry
□ CRM updates

Client Support

□ Client onboarding
□ Status updates
□ File organization
□ Proposal formatting
□ Follow-up
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□ Blog formatting
□ Social scheduling
□ Website updates
□ Graphics coordination
□ Email campaigns

Project Management

□ Task tracking
□ Timeline updates
□ SOP documentation
□ Workflow management
□ Vendor communication
□ Process documentation

Business Operations

□ File organization
□ Google Drive
□ Templates
□ Reporting
□ Recurring tasks
□ Digital cleanup

Marketing Support
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Reflection Questions

My Margin Plan

Three responsibilities I will delegate first

□ Does this responsibility require my expertise or simply my availability?
□ Could someone complete this with documented systems?
□ Does this responsibility consistently interrupt higher-value work?
□ What activities generate the greatest value for my business?
□ What task drains my energy every week?
□ If I reclaimed five hours each week, where could I create the greatest value?

Ask yourself:

2.

1.

3.

The person or role who could own these:

What would this free me to do?
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Margin Changes Everything

Healthy businesses are not built by leaders who do everything.

They are built by leaders who intentionally create systems that allow them to focus on
what matters most.

Every responsibility you clarify...
Every process you document...
Every task you delegate...
 creates more space for strategic thinking, stronger client relationships, healthier
leadership, and sustainable growth.

everVine Business Support

Healthy businesses don't grow because their leaders do everything themselves. They
grow because strong systems support the work behind the scenes.

At everVine, we help business owners create organized workflows, streamlined
operations, and dependable administrative support that reduce overwhelm and create
space for strategic leadership.

From executive assistance and project management to documentation, digital
organization, and operational systems, we help build the foundation that allows your
business to grow with greater confidence and peace.

More clarity. More margin. More meaningful work.
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Ready to Talk?

Whether you are exploring your options or ready to move forward, we would be honored
to help you find the right solution for your needs.

Organization is not the destination. It is the support for the journey.

Schedule a complimentary Discovery
Conversation

evrvine.com                         

info@evrvine.com              
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Creating peace through clarity, healthy systems, and thoughtful stewardship.
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