
Seven Steps to Grow Your Business 
by Dr. Rick Goodman 

 
In order to explode your practice and grow your business you must 
understand the seven focusing principles that will guide your 
business in a clear direction well into the future.  Those individuals 
who master the process are generally rewarded way beyond their 
wildest dreams.  I hope this helps to grow your business as it has for 
thousands of other individuals around the world. 
 
Step One:  Three Components That Contribute to 
Business Growth 
 
In order to grow your business and excel in the future, you must 
follow the three components that contribute to an A+ office.  Those 
components are simplicity, speed and efficiency.  Let's take a look 
at them individually and see how they contribute to an A+ office. 
 
Component 1: Simplicity 

All of the systems you design for your business, must be simple 
enough that you can replicate them and train any individuals on 
your team to step in and do the job. The area where most 
businesses fail in this respect is when only a limited amount of 
individuals in the organization understand the process.  At that 
point the process and system is basically held hostage. In 
business knowledge is power only when it's shared.  Let's 
look at the most basic example; a company everyone should 
know called McDonald's.  
 
Tomorrow you can take your family to McDonald's in Miami, 
Florida Oakland, California or St. Louis, Missouri and order the 
French fries at each one these locations.  What you will find is 
the French fries will always taste the same no matter the 
geographical location. The reason behind this is simple 
McDonald's has a process for making French fries in fact it's 
printed on one piece of paper so that all employees follow the 
same procedures.  How’s that for simplicity!   
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Action Step: 
Look at some of the basic systems in your office, the ones that 
have to do with communications, handling paperwork, and 
keeping in touch with your clients and prospective customers. 
When you do this ask yourself the following question: 
 
What can I do to simplify the existing systems that I already 
have in place in my business? 
 
Once you have the answer to that question.  It's time to take 
action on the system! 

 
Component 2: Speed 

Today we live in a world that is getting flatter by the moment.  In 
fact, in 1992 the Internet was rolled out as the World Wide 
Web.  Within five years the Internet grew from 600,000 users to 
over 40 million doubling every 53 days. In order to grow into the 
future, you must be able to deliver information to anyone 
anywhere in the world in the matter of seconds. 
 
 In order to grow your business, you're going to have to analyze 
your communications systems, your e-mail delivery systems, 
your phone system and your written correspondence.  People 
in the world today don't want to wait for anything they want fast 
food and fast service and the good news is they're willing to 
pay for it! 
 
Action Step: Analyze the systems that you use in your office 
and see what she could do about decreasing the turnaround 
time that you're business disseminates information.  Once you 
are able to decrease the turnaround time of getting information 
in the hands of your clients and prospective customers.  You 
will see an immediate increase in your business. 

 
Component 3: Efficiency 

The last component that contributes to an A+ office is 
efficiency.  The first impression you make a potential client or 
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customer may be the only one that you get.  Therefore you 
must be efficient in your process and eliminate mistakes.  
Statistics indicate that most repeat mistakes come from a lack 
of focus or the inefficiency of the systems in place. 
 
Action Step: Make sure to analyze your systems in order to 
eliminate redundancy and increase the speed at which the 
systems operate. 

 
 
Step Two: Business Systems That Lead to Efficiency 
 
In order to prepare your business and solidify your office 
infrastructure it is important to be able to count on key systems in 
your office.  We have identified five areas that contribute to the 
efficiency of an office and enable the business to grow at an 
accelerated pace.  The five areas that had the most impact on the 
business were the Computer Systems, Data Entry Systems, 
Voicemail Systems, Communications Systems, Dictation and 
Correspondence Systems  
 
Let's break each one of these five areas down and address them 
individually. 
 
Area 1: Computer Systems 

It is important that your office has a computer system that is 
easy to operate and user friendly to all of your staff members 
including yourself.  We have found that a majority of the offices 
that have had problems in the past with their computer systems 
were due to a limited number of individuals having experience 
with their systems. The leader in most instances delegated the 
training of the computer systems to everyone else but 
themselves. This has all the makings of a Hostage Crisis! 
 
Let's look at this case scenario, some of your key people decide 
that they're going to leave on an extended vacation and never 
come back to your office.  You are now held hostage by your 
own computer system.  This is happened to me.  I had to learn 
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a whole computer system in one day out of desperation not 
inspiration.  I would like to save all of you who read this report 
all of the stress that I felt when that incident happened. SO 
MASTER ALL OF YOUR SYSTEMS! 
 
There are a number of good systems on the market today.  We 
suggest that you perform an Internet search in order to get the 
maximum amount of information on the systems that are out 
there today.  The best way to do this is to go to 
www.google.com and enter in the search bar what you are 
looking for with regards to software. 
 
This search will return the latest information on product 
availability, which changes day by day.  Also there are a 
number of systems that will allow you to take a test drive of 
their software to see if it works for you and your organization. 
 
We also recommend that you purchase a client contact 
management program.  This will help you organize and grow 
your customer lists, which will help you to grow your business.  
The program that we prefer is the Act Program for contact 
management.  It's easy to use and simple to teach and you can 
find it anywhere on the web or at any of your local office or 
computer discount stores. This program will interface with your 
Blackberry and Microsoft Outlook programs. 

 
Area 2: Data Entry 

Because of the constant flow of information and our increased 
need to compile data we have looked for ways to handle it more 
efficiently, and at a lower cost.  We have decided to Model the 
business behavior of a majority of the Fortune 500 companies 
in the world. We have begun to send work overseas, to the 
country of India, where they perform data entry and a multitude 
of other administrative tasks at a third of the price that it would 
cost us to do in the United States.  
 
This has drastically increased the efficiency and growth of our 
legal CLE business, Advantage Legal Seminars 
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www.advantagelegalseminars.com  some business owners 
may fear sending information to the other side of the world.  
However after reading the book, the “World Is Flat” by Thomas 
Friedman we came to understand that the country of India had 
vast resources of human potential that could help us to be more 
efficient in our own businesses in the United States. 
 
The company that we recommend to our clients in India is a 
group called Flatworld Solutions and the best way to get in 
touch with them and find out their menu of services is to go to 
www.outsource2India.com and ask for Israel, Dev or Julious 
and they will be delighted to help you.  The more efficient your 
record keeping and correspondences are the more your new 
business you will be able to handle. 

 
Area 3: Voicemail 

People today have less time and even less patience.  They 
want information right away and they want to get to the person 
who they need immediately. There is no room in business 
anymore for a receptionist that just answers the phone. This 
position needs to be filled by somebody who is a grandmaster 
at multitasking administrative duties.   
 
One area to save money, become more efficient and 
explode your business is by using a virtual answering service.  
They utilize a professional voice person who's used in 
commercials on radio and TV. You get to write your own 
message which you can use to help market your business, 
while guaranteeing the consistent quality of the message that 
your clients get. 
 
With many of the companies out there you can get an 888,866 
or 877 extension at a fraction of the cost that would be to go 
directly through your local phone company.  The system that 
we use routes calls directly to the people who can best help our 
customers.  The one company that we recommend for our 
clients is www.VirtualPBX.com the starting cost for this system 
is around $9.99 a month plus a minimal fee for incoming calls. 
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Area 4: Communication Systems 

Businesses grow or fail based on their internal communication 
with their staff and their external communication with their 
clients. As the world gets flatter you want to use systems that 
will increase communication speed without increasing overhead 
the quickest and most cost-effective ways to communicate 
today is through e-mail.  Thousands of businesses use this as 
their sole communication tool. 
 
Recently we performed a survey of what our customers around 
the world thought of e-mail in its present form, they felt that it 
was both impersonal and over utilized in its present form.  
However, with today's technology, we can enhance the 
process.  There are two new ways of communicating that we 
have been recommending to our clients in order to improve the 
delivery of information.  We recommend that you get a program 
called Skype you can find it at www.Skype.com Skype is a 
voice operated Internet provider and the good news is it's Free!  
 
You just go to Skype.com and download the program all you 
need is a set of headphones with a microphone attached and 
you're up and running.  Here’s the great news! If any of your 
clients or friends do the same thing and they have Skype you 
can call them anywhere in the world for Free.  Who says 
nothing in this world is free? 
 
Most of our clients have taken this process one step further, 
and they purchased a web cam by made by a company called 
Logitech.  It's called the Logitech Fusion Web Cam, and it 
costs around $99 you can get it at Best Buy, OfficeMax, or any 
discount computer store.  The simplest way to go to their 
website at www.Logitech.com
 
When you combine the web cam with your e-mail or Skype 
phone you can send video messages to your clients and 
conduct live web conferences anywhere in the world.  If that 
doesn't help you grow your business I don't know what will!  
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The company that we recommend with the best e-mail and 
marketing program out there is a company called Indivo.  You 
can reach them at 954-919-7000 just ask for Corey or Aaron or 
visit them on the web at www.indivo.com  they will be more 
than happy to set you up with an e-mail marketing program that 
will fit your budget and explain to you the other services that 
Indivo has to offer. 

 
Area 5: Dictation and Correspondence 

The ability to correspond quickly with words and writing give 
you the ability to grow your business.  Some of you out there 
are just like me and have a major administrative weakness.  I'm 
talking about the inability to type quickly.  I think my maximum 
speed when fully concentrating is about 15 words per minute.  
That was until I discovered a great software program that 
eliminates my weaknesses altogether.   
 
The program is called Dragon Naturally Speaking 9.0 
preferred and it is a voice recognition software program.  I can 
speak into my computer and the program does the typing for 
me up to 160 words per minute. Just the other day I was able to 
write nine articles in an hour and a half.  It takes about 10 
minutes to train the whole system.  The really cool thing that the 
program does is it scans all your existing documents and 
uploads words that are commonly used in your 
correspondence.  It does this and adds those words to its 
already existing 350,000 word vocabulary that is built into the 
program.  Again, you can find this program at any one of those 
local discount stores. 
 
The next piece of technology that we suggest our clients get is 
a Digital Voice Recorder the one that we recommend to our 
clients is the Olympus WS 320M. I got mine from 
www.Amazon.com for a little over $100.  The digital recorder is 
no bigger than a small lighter and can record up to 36 hours of 
information.  
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The way we use this device to enhance our communication and 
maximize our efficiency is to bring it to all of our meetings and 
seminars. We record all of our meetings and seminars. We then 
hit a little button on the back of the digital recorder, which 
reveals a USB plug.  I then upload the recorder to my computer 
and run the recording of that meeting or seminar through the 
Dragon System which then gives me transcripts of everything 
that we've recorded. 
 
Just think about how much time that will save you and how 
much more information you will be able to capture. This simple 
piece of technology will save you money and time while making 
you more efficient. With the digital tape recorder, you will never 
miss or forget that Million Dollar Idea again! 

 
Step Three: Developing Your U.S.P. 

The third step in growing your business is to understand or 
develop your U.S.P. this stands for Unique Selling Position 
which answers the question why should a client or customer do 
business with you instead of someone else?  
 
What's your U.S.P.?  
 
What is unique about your business?  Do you specialize in 
something? Are you the only game in town? Do you provide 
personal attention or is there a team behind you?  Have you 
been in business forever or are you new and fresh with cutting 
edge ideas?  You must know this and more important, the 
customer must understand this in order to make a decision 
to buy from you.  
 
All of your marketing materials and website must match your 
U.S.P.! Food manufacturers spend millions of dollars a year in 
research and development in order to determine the USP of 
their products.  Everything about their product matches the 
USP from their commercials to the print ads and coupons to the 
design of the box. Your business is no different! 
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Your correspondence, marketing materials and website must all 
reflect your USP, if it doesn't your business's chance of growing 
into the future will be limited.  The company that we 
recommend is based out of Wichita, Kansas and is called 
Prime Concepts Group you can find them on the web at 
www.primeconcepts.com just ask for Ford Saeks. He's the best 
in the business at Internet marketing and website design.  Their 
job is to make sure your message and all your materials, both 
physical and electronic match your USP. 

 
 
 
 
 
 
Step Four: Know Your Market 
 

It is important to understand your market and research the key 
players in it.  I think you'll find that it’s easier than ever before to 
gather volumes of information about your largest competitors.  
You may even find that you're able to gather the information 
directly from them.  Research the local business directories and 
see where your competitors are spending their money, 
particularly their advertising dollars. 
 
The more you thoroughly understand your market, the more 
likely that you'll be able to develop a marketing plan that 
enables your business to grow rapidly.  If you're not sure of 
where to get information on your competition just look on the 
web.  The best place is Google.com type in the keywords about 
your business and I'm sure you'll be going in the right direction. 

 
Step Five: Sell Your Strengths 
 

In life everybody is in sales, think about this.  You had to sell 
your spouse or significant other on why they should be with you 
versus someone else, this is bottom-line sales.  In your 
business you're going to have to sell your clients, your 
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prospective customers and even your employees on why they 
should do business with you versus someone else.  Focus on 
your Strengths and the Benefits that you provide to your 
customer, your clients and your employees.  As my friend 
branding expert Bruce Turkel says: “It's all about them”, 
“Hearts Then Minds” people buy from a feeling it's an 
emotional buy and the benefits have to be all about them.   
 
For more information on branding your product and selling your 
strengths we recommend the company that we've been using 
for years called Turkel. 
 
You can find them on the web by going to www.turkel.info he 
has worked with companies such as Nike, The Discovery 
Channel, and Burger King. 

Step Six: Set Goals 
 
This could be the single most important thing that you do in order to 
grow your business.  Here is a surefire system for goal setting that 
has been used by thousands of successful people around the world. 
 
If I could give you the key to unlock the door to a more prosperous 
and healthy life would you be interested? Recently I was giving a 
seminar and I decided to ask the audience one of my favorite life 
questions. I looked at all the people in the room and asked:   
 
“What do you want to be when you grow up?”  
 
The response I received by the majority of the audience was the 
same one that I had received countless times previously.  
 
“I don’t know!” 
 
This answer has always perplexed me since it seemed that most 
people were waiting for life to happen to them as opposed to 
designing and creating their ideal life.  
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The common dilemma that most people face is they really have no 
idea about what they want. They also have no practical way for 
creating a plan and putting it into action to achieve their goals. Since 
1988 I have been using a simple method of goal setting that has 
worked for me and I know it will work for you. It is called the 
S.M.A.R.T. System of Goal Setting. The S.M.A.R.T. System is an 
acronym for:   
 

Specific  
Measurable  
Achievable / Attainable  
Realistic  
Time Specific    

 
Each one of your goals must meet these criteria and have these 
basic components. In addition it is important that you break down 
your goals to cover five specific areas of your life:   
  

Career / Financial  
Developmental / Educational  
Physical / Health  
Family / Relational / Social  
Spiritual / Value          

   
Now that you have an understanding of the S.M.A.R.T. System and 
the areas that you should be covering lets brake down the system 
into ten easy steps that you can implement immediately and enjoy the 
benefits for the rest of your life.  
   

Step I:  
Take a legal size pad of paper and write down everything that 
you want to Be, Do, and Have.  
   
Step II:  
Make sure that your goals can meet the criteria of the 
S.M.A.R.T. System.  
   

Page 11 
“Seven Steps to Grow Your Business” 

http://www.DrRickGoodman.com  
Copyright ©MMVIII Dr. Rick Goodman. All Rights Reserved. 

 



Step III:  
Create goals that will cover the five specific areas that we 
discussed.  
   
Step IV:  
Put your written list of goals away for twenty-four hours before 
you review it.  
 
Step V:  
Review your goals and put them to the test by asking yourself 
the following questions.  
 
1. Is this goal something I really want?  
2. Is this a fair goal that won’t affect anyone in a negative way?  
3. Do my goals align with my ethical and moral standards?  
  
Step VI:  
Eliminate any goals that do not meet these criteria. The 
remaining goals should be the ones you focus your attention 
on.   
 
Step VII:  
Review your goals three times daily (When you wake up, during 
the day, and when you go to bed).   
 
Step VIII:  
Each day plan action steps designed to move you closer to 
achieving your written goals.    
 
Step IX:  
Consistently monitor and measure your progress in order to 
stay on track of your goals and make the appropriate 
adjustments.    
 
Step X:  
Celebrate your achievements.    
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This goal setting method has worked for tens of thousands of 
individuals like you and I. Start today towards designing and 
realizing all your dreams! 

 
Step Seven: Find a Mentor and Teach Others 
 

I have found that the fastest way to get a business up and 
running and grow it beyond your wildest dreams is to find 
someone else who has already done it before.  You need a 
mentor or coach!  The road to success is always more difficult 
when you go it alone.  I prefer to learn by the way of O.P.E. 
Other Peoples Experience.  When you utilize other people’s 
experiences you can cut the learning curve for yourself in half.  
 
Success is simple!  When we keep it simple!  If we see what 
successful people do and we are able to model their systems 
and behaviors we will also enjoy the same success that they 
enjoy!  Listen to motivational programs when you're in your car 
or in your downtime at home.  Attend seminars from leaders in 
your field because this will help you to grow efficiently and 
rapidly. 
 
Once you have mastered some of these techniques teach them 
to someone else and start a mentoring program.  “For the 
person who teaches the lessons to others learns the most for 
themselves.”  

 
Follow these seven focusing principals and soon you will find 
you business growing beyond your Wildest Dreams! 
 
 
 
Dr. Rick Goodman is a professional speaker and President of 
Advantage Legal Seminars he works with organizations that want to 
Develop Great Leaders “Through Excellence in Communication and 
Team Work”. For more information on Advantage Legal Seminars 
CLE programs, Consulting Programs and Training programs contact 
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(888) 267-6097 or Rick@drrickgoodman.com 
(www.advantagelegalseminars.com) 

Page 14 
“Seven Steps to Grow Your Business” 

http://www.DrRickGoodman.com  
Copyright ©MMVIII Dr. Rick Goodman. All Rights Reserved. 

 

mailto:Rick@drrickygoodman.com
http://www.advantagelegalseminars.com/


How to Ignite Creativity, Improve Your  
Marketing & Sales, Get a Competitive Edge  

and Increase Your Profits! 
 

• Have you tried “sure-fire” marketing techniques only to have them 
fail miserably – yet you aren’t sure why? 

• Are you interested in how to effectively and efficiently reach a 
larger audience locally, nationally or globally?  

• Do you want to learn the secrets to new, creative and innovative 
ways to launch profitable campaigns and get millions worth in free 
publicity? 

• Do you know the 3 things you MUST do to "recession-proof" your 
business?  

Whether you need to launch a new product or service, develop innovative publicity & marketing 
campaigns, create profit-rich marketing materials, learn social media & fusion marketing 
techniques, or use your website and the Internet more effectively—then you and your staff need 
to join marketing expert, Ford Saeks for a very special 3-day event.  

 
Profit-Rich Marketing™ Mastery Event  
April 25-27, 2008 in Orlando, Florida 

This is not one of those “talking head” seminars that leave you in a coma by the time 
it’s over!  This event is a powerful, hands-on, interactive event that includes Hot Seats, actual 
Case Studies, and profit-rich marketing exercises.  

You’ll leave this seminar with an exact blueprint of where you want to go, AND a 
specific Action Step list to follow the second you get back to your office! 

Get all the details and register to attend today! 
www.ProfitRichBusinessMarketing.com/results  
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Special Discount of $100 off the ticket price!  
Enter code: PRM2008 upon checkout for the discount.   
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