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The Bottleneck Self-Check
Ten honest questions to find the one constraint most likely costing your
business — before it costs you another quarter.

D O C U M E N T
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Owners & operators
M E T H O D

Diagnose-first

Most businesses pour effort into the loudest problem, not the biggest one. A bottleneck is the
single constraint quietly capping everything downstream — and you can’t fix what you haven’t
named. This check won’t build anything; it tells you where to look first.

1. How to score it
Rate each statement on how much it sounds like your business. Be honest — the value is in the
diagnosis, not the score.

2  Sounds like us 1  Sometimes 0  Not really

2. The ten statements
Score each, then total each group and divide by its number of statements for an average out of 2.

Enquiries slipping through Total  ÷ 2 = /2

YES SOME NO

1 Enquiries reach you across phone, text, email and DMs, with no single place they all
land.

2 1 0

2 Sometimes a lead goes quiet and you’re not certain anyone ever replied. 2 1 0



Too much manual admin Total  ÷ 2 = /2

YES SOME NO

3 You re-type the same details into more than one place — quotes, invoices, calendar,
a spreadsheet.

2 1 0

4 A real chunk of your week goes on admin that feels like it should be automatic. 2 1 0

Quoting & booking is messy Total  ÷ 2 = /2

YES SOME NO

5 Quoting or booking a job takes more back-and-forth than it should. 2 1 0

6 Two people in the business could give a customer two different answers on price or
availability.

2 1 0

Follow-up falls through Total  ÷ 2 = /2

YES SOME NO

7 Following up after a quote or job relies on someone remembering to do it. 2 1 0

8 Past customers rarely hear from you again unless they get in touch first. 2 1 0

Can’t see how the business is tracking Total  ÷ 1 = /2

YES SOME NO

9 If someone asked how the business is tracking this month, you’d have to go digging. 2 1 0

Everything depends on one person Total  ÷ 1 = /2

YES SOME NO

10 If you took two weeks off the tools and the phone, things would start to fall over. 2 1 0



3. What your result means
Your highest average is your likely bottleneck. Read that one first — then the next.

E N Q U I R I E S  S L I P P I N G  T H R O U G H

Enquiries are slipping through the cracks
Work is arriving faster than your system can hold it. When enquiries come in across phone, text, email
and DMs with nothing catching them in one place, some quietly go unanswered — and you never see the
ones you lost.

Smallest practical fix: a single capture point that logs every enquiry the moment it arrives.

TO O  M U C H  M A N U A L A D M I N

Manual admin is eating your week
The same information is being handled by hand, more than once. That’s a tax on every job — and it
grows as you get busier, which quietly caps how much you can take on.

Smallest practical fix: stop one piece of information being typed in twice.

Q U O T I N G  &  B O O K I N G  I S  M E S S Y

Quoting and booking has too much friction
The path from “interested” to “booked” has too many steps in it. Every extra round of back-and-forth is a
chance for a customer to cool off or go elsewhere — so the leak isn’t only time, it’s won work you never
see.

Smallest practical fix: turn your most common quote or booking into a one-step path.

F O L L O W- U P FA L L S  T H R O U G H

Follow-up depends on someone remembering
Your follow-up runs on memory, so it happens unevenly — and the quietest leads, often the warm ones,
get dropped. Most of this value is already in your pipeline; it’s just not being closed.

Smallest practical fix: one automatic nudge after every quote.

C A N ’ T  S E E  H O W  T H E  B U S I N E S S  I S  T R A C K I N G

You can’t see how the business is really tracking
You’re running on feel because the numbers live in too many places to see at a glance. Without a clear
view you can’t tell which problem is actually costing you the most, so effort goes to the loudest issue
instead of the biggest one.

Smallest practical fix: one number you can check daily that tells you if today went well.



E V E RY T H I N G  D E P E N D S  O N  O N E  P E R S O N

Everything depends on you
The business works because you hold it together — which is also the ceiling on it. When every decision
routes through one person, you can’t step back, take leave, or grow without things wobbling.

Smallest practical fix: write down the one process only you know how to do.

The next step
This check is a read, not a diagnosis. A Bottleneck Audit goes deeper — a paid, fixed-scope
engagement that diagnoses your real constraint and gives you a written roadmap to fix it, yours to
keep whether or not you build anything with us.

Book a Bottleneck Audit →
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