
The Kick Burnout Workshop

Systematizing and streamlining your services

This is huuuge, especially for growing businesses - a lot of people just go off of gut 
instincts, which are well meaning but can totally screw you in the long-run. So here’s 
what I want you to do: 

Break the service down into categories

This makes it easier to start creating a task list when it comes to that - start out by 
breaking your service package into 3-4 areas (for example: intake, consulting, creative 
work, wrap-up processes). 

Service package: 
Areas: 
1.  
2.  
3.  
4.  

Service package: 
Areas: 
1. 
2. 
3. 
4. 

Service package: 
Areas: 
1. 
2. 
3. 
4. 

Track your time

Ideally, you’ll be tracking your time for each step of the service so that you can have a 
mostly-accurate view on how long each service package takes you. However, depending 
on how long your service packages run (i.e. 4-6 weeks vs. 2 weeks) you might not want 
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to take that time & I get that. I’d still recommend it at some point though, just to fine 
tune your estimates. 

Create a task list for your services

Whether you actually track your time or just estimate, you need to create a detailed task 
list for each service package you offer, starting from the area breakdown that we created 
on the last page. I’d recommend writing down as much as you can think of at once, and 
then letting it sit for a few days and adding anything you forgot to it in the meantime - 
and trust me, you probably will forget things! Here’s some common time leaks: 

•Email back & forth (a few minutes here & there can really add up) 
•Rounds of revisions or “small tweaks”
•Going over on scheduled phone time (i.e. the calls are supposed to be an hour 
long but often run 5-10 minutes over with some clients) 
•Having to ask additional questions you forgot in the first round of questions, or 
get extra clarification on things 

Once you have a detailed task list with time estimates for each task, write down that 
total time estimate below. (I’ve left space for 3 different service packages, so that you 
can do this more than once.) 

Service package & price: 
Total time estimate: 

Service package & price: 
Total time estimate:

Service package & price: 
Total time estimate:

Now that you’ve done that, you need to take that total time estimate and add about an 
hour onto it for things like really tiny tasks that you’ll always forget to add into the 
estimate and “switching cost” (it takes you anywhere from 5-30 minutes to get into the 
flow of doing something else after you switch tasks). If your service package runs longer 
(again, 4-6 weeks or more), you’ll want to add more like 90 minutes or 2 hours. 

Service package & price: 
Previous estimate with 1+ hour added for switching cost: 

Service package & price: 
Previous estimate with 1+ hour added for switching cost:

Service package & price: 
Previous estimate with 1+ hour added for switching cost:
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After that, what you’re going to do is take that total estimate with time added, and 
multiply it by 1.5. This is because some clients are going to take longer than others, and 
we want to make sure that your ass is covered (math wise) for any variety of client you 
could take on. 

That in mind, here’s your final time estimate ranges:

Service package & price: 
Time estimate range: 

Service package & price: 
Time estimate range:

Service package & price: 
Time estimate range: 

How many clients? 

Another thing that service businesses run into is not ever figuring out exactly how many 
clients they can actually handle at any given time, resulting in them just booking clients 
continually and then winding up with way too much work to do and no time to do it in. 
(That, my friends, is what I like to refer to as a clusterfuck and it is a swift path to epic 
burnout.) 

Now that you’ve got time estimates with extra padding built in, though, you can make 
sure you avoid that. First off, start with how many hours a week you want to work. You’ll 
want to subtract about 10 of those hours for things like team management, business 
development, handling email, marketing, and administrative work - possibly more, 
depending on your business. (Again, this is where time-tracking comes in handy.) The 
hours that are left are the hours you can actually work on billable things in each week. 

How many hours I want to work each week: 
Actual client hours I have in a week: 

From that number, you know how many client hours you have in any given month (the 
client hours you have in a week multiplied by four), and you already know how many 
hours each of your service packages takes you, so you can easily figure out exactly how 
many clients you can book in a given period. You might want to work off of a different 
schedule (like 6 weeks or 90 days or what-have-you) based on how long your average 
service package is, but this should give you an accurate idea of how many clients you can 
actually book in a given week/month/period of time. 

You’ll notice with all of these that I add little bits of extra time, both when creating the 
time estimates and other places (multiplying your client hours by 4 instead of 4.5, for 
example, to get monthly hours); this is because padding up will not harm you in the long 
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term unless you seriously overshoot it (which is very difficult to do). But if you don’t 
leave yourself enough time to do things in, you wind up underpaid and overstressed - 
not a good combination.

Systematizing & streamlining your business as a whole

This is a huge topic! But here’s some places to get started when it comes to 
systematizing & streamlining your business as a whole. What I want you to do is 
look at the systems categories below and choose no more than three that 
need the most focus right now. In the live part of the workshop we’ll be going over 
more about how to choose, but really, the chances are that you probably know what 
areas need dire focus. Under each system category is the description of the category, the 
current grade (how many points out of 10 you’d give yourself on this right now, today), 
and some signs you might need to prioritize that category. 

Client follow up & retention 

Description: Exactly what it sounds like. Do you follow up with past or lapsed clients on 
a regular basis to see if their situation has changed and they might be interested in 
working with you? Do you make it as easy as possible for current clients to stay current 
clients? 

(If your business is more product based than service based, you can mostly substitute 
“customer” for “client” here.) 

Current grade:   /10

Signs you might need to prioritize this: People tend to work with you once, and then not 
work with you again. You don’t have a way to keep track of people who have worked 
with you. You don’t check in with people after they’ve worked with you. 

Marketing & outreach 

Description: There’s a lot of overlap between marketing and promotion, but I split them  
up into two categories because I see there being two different kinds of these activities: 
activities that can get your clients and/or customers right now and activities that are 
building authority/credibility so that you’ll have clients & customers coming to you 
further on down the line (instead of you having to seek them out). Both of them are 
worth doing, of course, but I think there’s a definite distinction to be made. For the 
purposes of this worksheet, when I say “marketing” I mean things that can get you 
clients now or in the immediate future (emailing someone and asking to work together, 
for example). 

Current grade:   /10
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Signs you might need to prioritize this: Really, if you need to prioritize this, you 
probably know that already. Most marketing plans are focused on more long-term 
things, which are great, but you also need to have a list of activities you’re doing 
regularly that will get faster results. 

Promotion

Description: As I mentioned under marketing, for the purposes of these exercises I’m 
categorizing promotion as activities that are building authority/credibility so that you’ll 
have clients & customers coming to you further on down the line (instead of you having 
to seek them out). Think: blogging, guest posting, webinars and teleclasses, getting 
interviewed or getting media features, etc. 

Current grade:   /10

Signs you might need to prioritize this: In general, promotion is always a good thing to 
have in mind; however, if your business is currently booming, you’re booked to capacity, 
and the thought of promoting stresses you out, it’s okay to leave it on the backburner. 
(Just keep in mind that that can also come back to bite you later, if you don’t have a 
steady stream of clients coming in!) Promotion is an especially good place to focus if 
you’re a new business and you’re also working hard at marketing (after all, you want to 
be getting clients/customer now and building your credibility for the future). 

Services & intake

Description: This is anything that has to do with either taking new clients on (meaning 
intake questionnaires or consults) or doing the actual work itself.  

Current grade:    /10

Signs you might need to prioritize this: You’re booked to capacity, but your profit 
margins aren’t near as high as they should be. You wind up forgetting steps with clients 
and having to apologize to them for snafus that have happened before. You don’t have a 
clear, streamlined set of steps for each service you provide, with an entry and exit 
procedure. 

Administrative

Description: This is kind of a general catch-all category, where I put things like billing, 
invoices, emails/customer service, and so on. 

Current grade:    /10

Signs you might need to prioritize this: Your email response time makes angels weep. 
You forget to bill clients for work and only realize it three months later when you’re 
doing paperwork. Things like that. (You’ll want some specific reasons or examples here - 
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it’s such a broad category that if you don’t have specific reasons/examples, you won’t 
really have a place to start when it comes to creating your systems & action plans.) 

Team systems

Description: This category covers things like communication between you and your 
team members, creating meeting agendas, turning those agendas and notes into action 
items, and team roles.  

Current grade:    /10

Signs you might need to prioritize this: Your team meetings are a meandering mess. 
Team communications are difficult and can be confusing. It’s not clear who’s supposed 
to do what or when, so there’s a lot of duplication of effort & crossed wires going on. 

Planning, organization, & priorities 

Description: Exactly what it sounds like! Having systems in place to make sure that 
you’ve got plans for your future, that you have access to the information and people you 
need, when you need it, and that you know what your priorities are for your business. 

Current grade:    /10

Signs you might need to prioritize this: Well, you’re already doing a pretty good job by 
being here! But you might need to make this a consistent priority past this workshop if 
you find yourself doing “busy work” on a regular basis, you feel like you’re spinning your 
wheels, and you’re not sure if the work you’re doing is actually moving you closer to your 
big vision for your life & business. 
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Reviewing & choosing 

Just because you gave yourself a low score out of ten doesn’t necessarily mean that that 
area should be a focus for you. You might not be focusing on it because your business 
model, personality, or client base means that you get a low return on investment from 
working on that area - in which case, you shouldn’t be prioritizing it. 

But it’s still a good idea to give yourself an honest assessment of where you’re at now so 
that you can consciously decide whether you want to improve or whether that’s just a 
low ROI area for you and something to can continue to ignore (on purpose). Look at 
what could help you the most, the fastest, and make sure that you’re choosing each of 
these priorities based on a concrete reason, not out of a vague feeling of obligation. 

Once you have priorities, we’ll be able to start creating action lists to have those systems 
in place, in order of importance. 

My priorities: 

Focus #1: 

Reason this is a focus: 

Focus #2: 

Reason this is a focus: 

Focus #3: 

Reason this is a focus: 

Once you’ve chosen your three systems you want to focus on in the immediate future, 
and have good reasons for choosing each of them, it’s time to start breaking the systems 
down. 
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Figuring out what to do in each system

Here’s some example places to start for each system: 

Client follow up/retention

• Create a follow up service you can offer previous clients 30, 60, or 90 days after you 
finish your work together (you can also come up with “next step” or maintenance type 
services to offer directly after your original work together, or 4-6 months down the 
road), and create a system to offer this to clients

• Create a system for keeping in touch with previous clients - keeping notes on the last 
time you talked, what you talked about, what’s going on in their life, etc. 

• Create a list of all your previous clients & start systematically reaching out to them

Marketing & outreach

• Create a pink spoon/freebie type offering (these are often 15-30 minute 
complimentary calls or consults), and systematize how you’re going to offer it/book 
people for it (the steps you’ll go over on the call, how you’ll get their information, etc.)

• Create a system for reaching out to potential clients and offering your services 
• Create a system for finding gig listings and submitting pitches (depending on what 

kind of work you do)

Promotion

• Create a system for running teleclasses or webinars
• Create a system for guest posting
• Create a system for your own blog posting/promoting those posts
• Create a system for speaking locally or hosting meetups
• Create a system for PR/getting media features

Services & intake

• Create a task list (with time estimates) of each of your popular services and keep it 
somewhere easily accessible

• Create an intake system for new clients and automate it as much as possible (i.e. 
questionnaires instead of email back & forth)

Administrative

• Create a system for dealing with email
• Create a system for customer service (policies, reply times, etc.) 
• Create a system for billing & sending invoices

Team systems
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• Create a system for meetings (for example - creating a meeting agenda that everyone 
can see ahead of time, or creating a way for team members to easily extract tasks from 
the agenda or their notes)

• Create a system for team communications
• Create a system for team check ins
• Create a system for team roles/responsibilities

Planning/organization/priorities

• Create a system for checking in with yourself/your priorities and creating the priorities 
for the week/month/etc. ahead

• Create accountability dates
• Most things will be a variety of those two - the systems dealing with this are all about 

getting in the habit of checking in with yourself (and any pertinent team members) to 
make sure that everything is on track and that actions are aligned with priorities 
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Systems templates

This can easily get overwhelming, so what I’d recommend is starting with one system for 
each area. Once you’ve got that down pat (which will happen eventually, I promise) you 
can come back to these worksheets, choose your next activity to systematize, and start 
working on that, but in the meantime, we’re just going to do three. 

Here’s an example: 

Area: Promotion

Name of activity: Guest posting 

How often: Once a week

One-off setup tasks: 

• Research 20-30 blogs to guest post at and create a document with a list of all of them/
any pertinent information on submission guidelines

Task list: 

If necessary, you can add a note next to each task about who’s doing it (if another team 
member is doing it, for example). 

• Check research on blog & submission guidelines
• Look at last 4-5 posts & any popular posts to help brainstorm for ideas
• Decide on post topic/title
• Outline post
• Write post
• Edit post
• Submit post
• Promote post when it comes out live

• Twitter
• Facebook
• Newsletter or email
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Now it’s your turn: 

Area: 

Name of activity: 

How often:

One-off setup tasks: 

•   
•   
•

Task list: 

If necessary, you can add a note next to each task about who’s doing it (if another team 
member is doing it, for example). 

•   
•   
•   
•   
•   
•   
•   
•   
•   
•   
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Pricing

Pricing your services

Once you’ve got that range that we came up with in the first part of the workbook (your 
original estimate with an hour or more added, and then that estimate multiplied by one 
and a half), you can break down what your hourly rate is for each service package, at 
each end of that range. You want to make sure that even at the most hours spent on that 
package, you’re still making your desired hourly rate. 

Service package & price:
Time range: 
Hourly rate range: 

Service package & price:
Time range: 
Hourly rate range:

Service package & price:
Time range: 
Hourly rate range:

Of course, you’ll also want to make sure you have an hourly rate in mind that covers all 
of your expenses and then some, instead of just something you chose out of thin air - 
this hourly rate calculator will help with that. Make sure that you’re also checking your 
service time estimates & hourly rates against the number of clients you can handle at 
any given time! 

Pricing your classes

When you’re thinking about pricing your classes, you need to figure out the minimum 
number of people who you need to enroll to make the class worth your while. The 
simplest way to get an idea is to take how long you think it's going to take you to create 
your class, and then compare that to your price for the class & your desired hourly rate 
and how much you’re charging for class tickets. 

For example, if you know that a sustainable hourly rate for you is $75/hr, and you think 
it's going to take about five hours to prepare your class content, plus two hours to deliver 
it, that means that for you to make your desired hourly rate on the project, you'd want to 
make at least $525 off the class - so if tickets are $50 you want to sell at least 11. Another  
factor to consider is possible expenses in running the class, like using 
InstantTeleseminar to run your class calls. 

On the other side of things, something else to think about is that you can re-use the 
content from that class, too - which, depending on where you're at time-and-energy 
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wise, might make it worth your while even if you didn't get the desired amount of profit 
from the course. You can use that same content and sell it as a product, or run the class 
again on a regular basis. Whether that will make a huge difference depends on if making 
your normal rates off this class is super important, for example: 

• whether you need the money right now
• whether you have other projects that you know you could make your hourly rate on, 

that you could spend your time on instead of this class
• whether your goal with this is to bring in $$$ or just get in front of new people

And so on. 

Here’s some space to work out the prices for your next class: 

Class title: 

Time estimates: 
• Content creation: 
• Marketing: 
• Content delivery: 
• Tech/backend things: 

Total time estimate: 

My desired hourly rate: 

Any potential expenses for this class? If so, what & how much? 

Expense: 
Expense: 
Expense: 

Time estimate x hourly rate = 

Plus expenses = 

Total “cost” of class: 

To make a profit (i.e. make that^ much money and then some), I need to sell ____ 
(number) tickets at ____ (price). 
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Systematizing self care

Choosing self-care activities

Things to think about: 

• What do I enjoy? 
• What do I not only enjoy, but actually find recharging? (Ex: introverts can enjoy social 

interaction, but often find it draining.) 
• What’s my self-care budget? (Not that a tight budget should be an excuse for a low 

amount of self-care!) 

Self care activities I want to work on: 

1. 

How often I want to do this: 

2. 

How often I want to do this:

3. 

How often I want to do this:

4. 

How often I want to do this:

5. 

How often I want to do this:

Anchor habits & using them

What are anchor habits? Anchor habits are habits, preferably positive (or at least 
neutral) habits, that you naturally gravitate towards doing on a regular basis. They can 
be used as a trigger to remind you to do something else, or as a reward for doing 
something else.

To start systematizing your self-care, you’re going to want to use your anchor habits to 
help you build self-care habits - but before you do that, you’ll need to discover your 
anchor habits. To help discover your anchor habits, you should keep track of what you 
do – your natural patterns – for a few days. It’s not so much important what time you do 
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these things, but what order. Anchor habits work so well because they play off of our 
patterns, so we need to become aware of those patterns before we can manipulate them.

Tracking your patterns:

Below, you have some space to start tracking your patterns. You don’t need to track 
every single thing you do, or even time it – just write down a rough sketch of what you 
did each day. It’ll probably be easier to remember to do if you print these pages out and 
keep them near you – in your purse or pocket, or sitting on your work desk. Some things 
are already filled in (waking up, eating lunch, etc.), leaving you space to write down your 
other activities in between them.

Sunday:

Woke up at: 
Breakfast at:
Lunch at:
Dinner at:
Went to bed at:

Any other notes from today?

Monday:

Woke up at: 
Breakfast at:
Lunch at:
Dinner at:
Went to bed at:

Any other notes from today?

Tuesday:

Woke up at: 
Breakfast at:
Lunch at:
Dinner at:
Went to bed at:
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Any other notes from today?

Wednesday:

Woke up at: 
Breakfast at:
Lunch at:
Dinner at:
Went to bed at:

Any other notes from today?

Thursday:

Woke up at: 
Breakfast at:
Lunch at:
Dinner at:
Went to bed at:

Any other notes from today?

Friday:

Woke up at: 
Breakfast at:
Lunch at:
Dinner at:
Went to bed at:

Any other notes from today?
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Saturday:

Woke up at: 
Breakfast at:
Lunch at:
Dinner at:
Went to bed at:

Any other notes from today?

Patterns and anchor habits I’ve noticed over the last week:
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Strengthening your anchor habits

Deduced which things that you do every day, or nearly enough? Good. Now, the next 
step is to reinforce your weaker anchor habits, so that you have a strong foundation to 
build on. If your anchor habits aren’t something that you do every day, then they can’t 
work as triggers for other habits. So, if you have any anchor habits that you want to work 
on strengthening, you’re going to make sure that you do them every day for at least a 
week (depending on how strong they are already, a week might be enough, or you might 
want to do two). Make sure that when you list the anchor habit, you’re also listing what 
time of day you’re going to do it, or what you’ll be doing before or after.

Anchor habit #1:

I will be doing (habit):

At (time):

Or before / after:

Progress (mark the days that you’re successful):
• Sunday
• Monday
• Tuesday
• Wednesday
• Thursday
• Friday
• Saturday

Anchor habit #2:

I will be doing: 

At:

Or before / after: 

Progress:
• Sunday
• Monday
• Tuesday
• Wednesday
• Thursday
• Friday
• Saturday
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Anchor habit #3:

I will be doing: 

At:

Or before / after: 

Progress:
• Sunday
• Monday
• Tuesday
• Wednesday
• Thursday
• Friday
• Saturday

Anchor habit #4:

I will be doing: 

At:

Or before / after: 

Progress:
• Sunday
• Monday
• Tuesday
• Wednesday
• Thursday
• Friday
• Saturday

Anchor habit #5:

I will be doing: 

At:

Or before / after: 
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Progress:
• Sunday
• Monday
• Tuesday
• Wednesday
• Thursday
• Friday
• Saturday

Turning neutral anchor habits into a force for good

Some of the patterns and habits you may have noticed might not be positive, but they 
aren’t negative, either. These can include things like riding the bus or even eating lunch 
or dinner.

What you’re going to do to turn these into a force for good is build around them. After 
looking at your list of neutral anchor habits, you’re going to look at your list of self care 
habits that you want to create, and brainstorm on ways that you can match them up.

Neutral anchor habit:

I can do __________________________ (self care habit) before / after / during 
the neutral anchor habit.

I’m going to reinforce this by: 

(Reinforcing: how can you make it easier to do the habit than not do the habit? For 
example, putting your running shoes by the door before you go to bed.)

Neutral anchor habit:

I can do __________________________ before / after / during the neutral anchor 
habit. I’m going to reinforce this by:

Neutral anchor habit:

I can do __________________________ before / after / during the neutral anchor 
habit. I’m going to reinforce this by:

Noticing your burnout symptoms & coming back from the edge

Think back on times when you’ve found yourself to burned out too function - what were 
the warning signs? These might be something subtle that you don’t notice until it 
happens more than once - tiredness is a pretty obvious one (sleeping a lot and still being 
tired) but, for example, one of mine is that when I’m approaching the edge of burnout, 
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my throat starts to feel dry and parched all the time. It’s likely that you have some ideas 
- use the space below to write them out.

What are my burnout symptoms? 

1. 

2. 

3. 

Once you’ve made a conscious effort to recognize your symptoms, when you do notice 
them, you should pull out a trick from your burnout kit (see below) to keep things from 
going into full-on burnout mode. 

Creating your burnout kit

No matter how much prep work & self care you do, there’s a very good chance that you’ll 
wind up getting burned out at some point - the key here is to not beat yourself up when 
it happens, and to prepare ahead of time for when/if this does happen, so that instead of 
getting frustrated and trying to figure out what to do, you already have a go-to list of 
solutions. 

What am I going to do next time I get burned out? 

1. 

2. 

3. 

4. 

5. Make sure to take time to figure out why I got burned out & what to do differently 
next time. 
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