Time Management for the Spirit-Based Business
Ever-Evolving To-Do Lists
(Note:  If you have multiple businesses or multiple large projects keep separate lists for each one.  Otherwise you'll find yourself overwhelmed with all there is to do.)
· Daily

· Weekly

· Monthly 

· This Year

· Next Year

· Long Term

Break it Down 
Prioritize

· Makes me money today

· Setting and keeping appointments with clients

· Delivering products

· Makes me money this week

· Promotions of special events or sales

· Follow-up with prospects

· Makes me money this month

· Scheduling and promoting new events

· Prospecting

· Contacting past clients for referrals and repeat business

· Networking

· Writing blogs/recording podcasts

· Sending out your ezine/newsletter

· Free classes

· Makes me money next month

· Working on cross-promotions

· Developing new products

· Setting up systems

· Hiring an assistant

· Makes me money long-term

· Developing relationships with list owners

· Implementing new technologies

· Designing new product/service lines

· Keeps Me From Losing Money

· Paying bills on time 

· Keeping books

· Balancing your checkbook

· Analyzing your books

· Filing Taxes

· Everything Else
· Filing

· Cleaning your desk

· Doing housework

Chunk it Up
· Do like activities together

· Phone calls

· Errands

· Copies

· Filing

· Do like thought processes together – i.e.

· Brainstorming cross-promotions

· Brainstorming marketing plan

· Brainstorming new product ideas

Delegate Appropriate Tasks
· Anything you can pay someone less per hour to do than you make doing your best work, do it.

· Outsource regular tasks

· Automate wherever possible

Setting Good Boundaries

· Turn off your email auto-receive 

· Turn off your phone during your planning times

· Do not participate in IM or Skype and if you do, then keep them off when you are not actively using them with a client

· Set clients' expectations appropriately

· Let them know when you answer the phone

· Let them know your appointment hours

· Let them know when they will expect to hear back from you (vacation autoresponders)

· Be specific when you leave messages – set assumptions that only require a response in the negative ("I'm confirming your appointment, you only need to call me back if you're not going to make it."

· Learn to say no.

Weekly Schedule

Monday

8:00am – 9:00am

· Review all ongoing task lists, make adjustments and set task list for today

· Offer Appreciations to the Universe for the Abundance in Your Life and Business

9:00am – 11:30am

· Marketing and promotion (see makes money priority above)

11:30am – 12:00pm 

· Answer emails

12:00 – 1:00pm Lunch – Away from your computer and phone

1:00pm – 4:30pm

· Appointments*
4:30pm – 5:00pm - Cleanup

· Answer emails

· Backup computer

· Synch technology

Tuesday
8:00am – 9:00am 

· Review weekly task list and yesterday's undone items & set task list for today

· Offer Appreciations to the Universe for the Abundance in Your Life and Business

9:00am – 11:30am

· Marketing and promotion (see makes money priority above)

11:30am – 12:00pm 

· Answer emails

12:00 – 1:00pm Lunch – Away from your computer and phone

1:00pm – 4:30pm

· Appointments*
4:30pm – 5:00pm - Cleanup

· Answer emails

· Backup computer

· Synch technology

Wednesday

8:00am – 9:00am 

· Review weekly task list and yesterday's undone items & set task list for today

· Offer Appreciations to the Universe for the Abundance in Your Life and Business

9:00am – 11:30am

· Marketing and promotion (see makes money priority above)

11:30am – 12:00pm 

· Answer emails

12:00 – 1:00pm Lunch – Away from your computer and phone

1:00pm – 4:30pm

· Appointments*
4:30pm – 5:00pm - Cleanup

· Answer emails

· Backup computer

· Synch technology

Thursday

8:00am – 9:00am 
· Review weekly task list and yesterday's undone items & set task list for today

· Offer Appreciations to the Universe for the Abundance in Your Life and Business

9:00am – 11:30am

· Marketing and promotion (see makes money priority above)

11:30am – 12:00pm 

· Answer emails

12:00 – 1:00pm Lunch – Away from your computer and phone

1:00pm – 4:30pm

· Appointments*
4:30pm – 5:00pm - Cleanup

· Answer emails

· Backup computer

· Synch technology

Friday

8:00am – 9:00am 

· Review weekly task list and yesterday's undone items & set task list for today

· Offer Appreciations to the Universe for the Abundance in Your Life and Business

9:00am – 11:30am

· Business planning – working ON your business rather than IN your business
· Automating systems

· Hiring assistants and contractors

· Putting systems in place

· Upgrading technology

· Making cross-promotion connections

11:30am – 12:00pm 

· Answer emails

12:00 – 1:00pm Lunch – Away from your computer and phone

1:00pm – 4:30pm

· Appointments*
4:30pm – 5:00pm - Cleanup

· Answer emails

· Backup computer

· Synch technology

*If you don't have appointments you do more prospecting and marketing during this time to GET appointments.

