
Zero-Panic Launching: Class Notes

How to make sure everyone is on the same page with the launch: 

After you create the overarching task list with deadlines, time estimates, and who’s 
doing what, send that to everyone involved. (You can create this using the class 
worksheet, which you can download here.) 

Even if they aren’t a dedicated team member, it can actually be really useful for them to 
have this list - as long as you do it in the right way. You don’t want to come off as naggy 
or over-managing, but if someone is working with you on a specific project, they would 
actually probably REALLY appreciate it if you sent them an overview of what’s going on, 
just because so many business owners are kind of haphazard and disorganized, which 
can make it hard for the contractor to know what’s going on. 

Just drop them a note - something like, “Hey, I know we’ve already talked about 
timelines and that if we stay on track, everything will go according to plan and be done 
on time, but I thought it might be useful to you to see what else is getting done when, so 
that you can see how this piece fits into the bigger picture of the launch, and we can talk 
about any additions or edits to our timeline based on that. Thanks and I’m looking 
forward to working together!” 

When it comes to your family, they don’t need to know the details, but it’s probably a 
good idea to plan around the big days. If you’ve already planned things out & know what 
days are big milestones (having all of the content done, doing a pre-launch webinar or 
teleclass, launch day itself), then you can make family plans accordingly, and if everyone 
knows what those days are, they know not to bother you on those days. 

Creating accurate + realistic deadlines/timelines with padding: 

The three factors that go into this are time estimates, dependencies, & communication. 

Time Estimates

We, as humans, are notoriously bad at estimating how long something will take. 
Remember the last time you went into Target, intending for it to take ten minutes, only 
to emerge confused & bleary eyed two hours later? Yeaaah. 

And not just how long something will take, but how long it will take us to get it done. 
There’s a subtle but important difference there. If you hate doing something that should 
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take 15 minutes, in between putting it off and dragging your feet while doing it, it can 
wind up taking an hour or more. Clearly, not good. 

How to fix this:

• Take your time estimates for every single task and ask yourself what 
you’re basing those time estimates on. Is it actual hard knowledge or is it more 
of a guesstimate? If it’s a guesstimate, add time to it — the actual time you should add 
is going to depend on the task, but in general, a good rule of thumb is to multiply your 
estimate by 1.25-1.5 and use that new number as your time estimate.

• Don’t just think about time estimates, think about which tasks you really 
hate to do. Why? Because those tasks are the ones that take longer to do, leave you 
more drained (and thus less productive) afterwards, and can generally really throw off 
your groove. You need to think right now about how you’re going to avoid letting these 
tasks sabotage your productivity. I’d recommend you simply find someone else to do 
them. Sometimes, though, we don’t have the budget for that, so instead, you can come 
up with rewards for getting those tasks done (finished setting up the technical side of 
things? great, now you get a candy cane!). Or, if you’ve got a better motivational trick 
up your sleeve, feel free to use that instead. 

Dependencies 

Another thing we tend to forget when creating our to-do lists is that not all 
tasks are created equal. This is like how when you’re making Thanksgiving dinner, 
you have to cook the stuffing before you can put it in the turkey. If you get held up on 
the stuffing, it holds up the turkey, & causes a chain reaction of not-awesomeness. 

Some tasks don’t rely on anything getting done before them, so you can do them 
whenever, and work on more than one at once. You can work on your sales copy the 
same day that you work on creating your course content, and nothing will go wrong 
there. But then there are tasks that have dependencies — you have to finish Task A 
before you can move on to Task B and you can’t get Task C done until either of those 
things gets finished. If you don’t sort out those tasks from your “I can do this at any 
time” tasks, then you can wind up with something of a traffic jam going on, holding up 
the progress on a project and making reaching your deadline less and less likely.

How to fix dependencies:

When you create your task list, sort out which tasks can be done at any time, and which 
tasks have to be done in order. (You can start to do this using the class worksheet I 
created, which you can download here.)

Figure out if you have any key “hinge tasks” and prioritize them first. I call 
them “hinge tasks” because, you guessed it, a lot of other tasks hinge on this task getting 
done. If you’re setting up a membership program, an example hinge task would be 
buying, installing, configuring, and testing your membership program software (that’s 
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actually a series of hinge tasks…but you know what I mean). You can’t start releasing 
member’s-only content until all of those things are done, so you need to make damn-
sure they get done ASAP instead of being left to the last minute. (The Get a Grip on Your 
Project Kit can help with this if you need more assistance than the class worksheet 
gives.) 

Communication 

All three of these are bad, but communication can be the worst, depending 
on who you’re working with on this launch. If you only base your timeline and 
time estimates on the time it takes to get something done, without factoring in 
communication time, you can wind up with a timeline that only resembles reality in that  
the days of the week are the same. 

How to fix this:

For every task that requires hearing from another person before you’ll be able to get it 
all wrapped up, add 24 hours to your time estimate. If you know that the person you’ll 
be communicating with is sometimes slow to reply, then either plan on using an 
alternative communication method that isn’t email (discussing the edits on sales copy 
and asking any questions via phone or Skype), or add 2-3 days to your time estimate 
instead of just 24 hours. It can seem drastic, sure. And it might mean you start working 
on things far more in advance than you had planned, but when it comes to crunch time 
and you’re still on track, you’ll be grateful you did.

Setting + maintaining time boundaries

Decide right now what your time boundaries for working on this launch are going to be. 
One of my favorite tactics for big projects is dedicating specific days of the week to them 
- this can leave enough time left over for you to work on your other, ongoing projects. I 
talk about this method more in this post. 

Sticking to your office hours is important, too; if you need to, you can use something like 
StayFocusd for Chrome or another similar app to make sure that you don’t wind up on 
the internet until past midnight, working frantically. For getting things done in a short 
amount of time, the Pomodoro technique or Sarah Bray’s technique can be really useful. 

The most important thing with this is to go in with the intention of setting 
really clear and really healthy boundaries. Part of the issues that people tend to 
run into is that they DON’T do that in the beginning & like anything else, if you don’t 
have ground rules, it’s hard to put them into place later - so do it at the beginning!
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Avoiding launch overwhelm in general

Here’s a few more tips: 

• Pick only 2-3 marketing methods. If you have one or two that work really well for you, 
then you might even just do that one or two, instead of trying a bunch. It’s better to do 
fewer things really well than try to do too much, wind up half-assing it all, and not get 
any results from your efforts. 

• Make sure you’re creating your launch plan (including marketing!) based on what’s 
worked for you before - this is not the time to throw a bunch of stuff at the wall & see 
what sticks. Leave that for when your launch doesn’t overlap with a potentially 
stressful time already. 

• Make sure that you don’t have too many important things due on one day. Again, the 
call worksheet will help with this. 

• Most importantly: HAVE FUN! That’s what business is supposed to be about! (At 
least, the way I do it, and hopefully the way you do it too!)

Grab the rest of the call resources + the recording right here, if you missed it!
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