


Introduction
You know you’re supposed to be “marketing” when you start your online business. So you 
do. You create an Instagram account. You sign up for a few virtual events. You create a logo. 
You spend half a day on Facebook, popping in and out of groups and scrolling through 
your newsfeed looking for opportunities. You try Clubhouse and TikTok!

It’s addictive!

But I want you to notice something about those activities. How many of them are actually 
money-making activities? In other words, how many of those activities are certain to bring 
in revenue for your business?

Here’s the answer: VERY FEW.

The truth is, you only have so many hours to spend on work each week. Ideally, you want to 
spend at least 60% of your working hours on money-making activities, and the other 40%
on marketing activities and maintaining relationships.

In this guide, you’ll discover what kind of tasks are money-making activities, marketing 
activities, and activities related to maintaining relationships with the people you know, 
with prospects, and, down the road, with your clients. Then you’ll know how to spend 
your time most efficiently and profitably.

Weekly Breakdown of Key Business Activities
1. Money-Making Activities (60%)

2. Marketing Activities (30%)

3. Relationship-Maintenance Activities (10%)

You don’t have to get these percentages exactly right. Just keep in mind that No. 1 takes top
priority, but No. 2 and No. 3 are also vital to your business.

Money-Making Activities - 60%
It makes sense to think about spending 60% of your time on money-making activities. If an
activity is going to make you money, you want to spend time on it, right? But for some reason,
these tasks are easy to avoid.

Why is this? It could be the fear of success, the fear of not being good enough, or the fear of
not meeting client expectations. Fear is real, but we’re not going to address it right now. For
now, let’s stay focused on the activities that make you money because I want you to succeed.

Note that because these activities are easy to avoid, you have to be committed to doing them.
Schedule lots of time on your calendar for money-making activities.



Examples of Money-Making Activities

● Billing - If you’ve completed the work, send an invoice.
● Client work - Fulfill promises to those who have already paid you.
● New inquiries - Return calls and emails from prospective clients on the same day.
● Discovery calls - Have discovery calls with warm prospects.
● New proposals - If someone’s waiting for a proposal, send it within four hours. (I just

finished reading a bestseller where the author suggested submitting new proposals
within four hours. I’ve implemented it, and its working for me!)

● Proposal follow-ups - If you sent a proposal but haven’t heard back within three days,
follow up with a very simple note: “Just following up on the proposal I sent! When you
have a moment, drop me a note on your decision.” I do this all the time. Keep the note
simple—it works!

● Use a “Keep in Touch System.” This is a system you can use to stay top-of-mind with
current and past clients.

Marketing Activities - 30%
Marketing is a requirement if you want to create new business. No matter how busy you get, 
calendar and make time for marketing activities each week.

If you’re in a new business, start with the activities you feel most comfortable with. Try one, two, 
or three at a time over several months to see what’s most successful for you. Collectively, these 
activities work, so be sure to try them all, a few at a time. If you focus only on one activity, like 
creating social media stories, it won’t be enough to generate enough business—unless you’re a 
star like Beyonce.

Also keep in mind that you’ll need more time for marketing when you start new programs or
launch new services.



Examples of Marketing Activities

● Create marketing content for your website, or update or refresh your existing site.
● Bulk create and schedule social media posts - For instance, create two weeks’ worth of

Facebook posts, and schedule them to post automatically.
● Create freebies, opt-in pages, and email sequences with at least three emails.
● Attend virtual or live networking events to meet new people.
● Create Facebook stories and videos to engage your audience.
● Participate in online challenges to network with your potential clients.
● Participate in summits and giveaways to grow your list.
● Establish an email newsletter to keep in touch with your email list; send your newsletter

at least monthly.
● Look for opportunities to be a guest speaker on podcasts.
● Create a YouTube channel to share your expertise and attract a following.
● Contact other professionals who could be strategic partners.

Relationship Maintenance Activities - 10%
When you’re participating in money-making and marketing activities, people will begin to
notice you. They’ll remember you. And if you keep on showing up, they might even see you as
being successful, which, if you’re doing these things, you probably are!

Money-making and marketing activities create the need for you to maintain relationships with
all the new people you’re meeting and serving, and that’s where relationship-maintenance
activities come in.

Remember to spend just 10% of your time on these activities, at least when you’re getting
started.

Examples of Relationship Maintenance Activities

● Engage with people on social media. Scroll your feed, visit your groups, and join in on
the conversations. Be a supporter. Be a friend. Pay a compliment. Share a post.
Comment on a video. Just be there without wanting to sell.

● Email or Messenger information of value your client would want to know. For instance, if
you see a really good article about logo design and your new online friend Mary has
been talking about getting her logo designed, send her a link. It’s keeping in touch and
providing value without wanting to sell.

● Invite people for 15-minute Zoom calls just to catch up and have coffee.
● If you spoke with someone who seemed interested but not interested enough to want a

proposal, follow up with them every month or so. Maybe now is a better time. You can do
this by emailing, using Messenger, or even sending a “thinking of you” card. It’s totally
appropriate to share what you’ve been working on, like a new program or service. Who
knows? They may even be interested in signing up!

This may seem like a lot right now. That’s because it IS a lot. Running a business is hard work.
There are technologies and processes you can set up to make things easier in due time, but for
now, followmy lead.



The Confident Marketing Every Day Monthly Focus will help you choose what’s most 
important for your business now. Once you have your foundation down, you can spend your 
extra time establishing fancier foundations.

Think of it like building different boats. Setting up an automated email program (think 
Mailchimp or ConvertKit) is more like building a sailboat. It’s a lot of work to build a sailboat. 
And a sailboat requires dedication (and sometimes a crew!) to keep it afloat and reliable.

But creating a Facebook or LinkedIn business page doesn’t have to be a complex undertaking. 
It’s more like blowing up a family-sized raft and launching it in your pool or on nearby lake. 
Once you have it on the water, you can enjoy it every day, even if just for an hour.

How Do I Fit This All In?

Ah, yes. That’s the question asked by all business owners. We ask it because we wear many hats 
and never have enough time for everything, much less for more marketing.

That’s why you need to think and act differently. You have to fight against our natural 
propensity to want to do what’s easier. You can do it… but you have to work at it.

And I’m here to help you do it.

Make Marketing your Priority
Keep marketing on your mind at all times. Don’t think of it as sales, or as selling. Think of 
yourself as the expert, fantastic at what you do. People need to know what you offer. Don’t be 
the best-kept kept secret in your field.

Instead, keep what you do for others at the top of your mind. And find ways to share yourself 
and your message consistently. If you do these things, you’ll gain new clients and recurring 
sales from current clients.

Keep it Simple - Time for Action
Now it’s time for action. To keep things simple for you, I’ve split the actions into steps for 
Experienced and New Marketers. Find your section, and get to work!

Thank you so much, Janice, for this amazing resource! This is EXACTLY what I needed
as I'm doing a mental/physical/professional reset these days. This is just the guidance
& encouragement I needed to refocus & get back on track. I've copied this & printed it
out & hung it up on my board in my office! I'm looking forward to posting positive results
within the next few months.

~ Julie Sykes https://joyfulcreativesva.com/



Keep it Simple - Experienced Marketers
Review your current marketing methods and discard those that don’t bring results. Track your 
time on activities related to marketing for a week and record sales for each activity.

Pull out the “What is your follow up ratings?” and grade yourself honestly. Fix where you’re 
falling short, and measure the results of your changes.

Keep it simple by using one new strategy at a time. I recommend starting with the Follow-Up 
Tasks habits.

Keep It Simple - New Marketers
Start with one new marketing strategy for your business. You might bristle if you think I’m 
harping on this but I’m going to do it anyway because, like a mom here, I think they know 
what’s good for you! I want you to go back to the Rules and Follow-Up strategies I gave you, 
and review them.

We’re all guilty of diving in on Facebook, Instagram or some other social media site without a
plan. Then before we know it, a week’s gone by, and we’re frustrated by the lack of new sales.

That’s because social media is a waste of time for right now. And until you come up with a
focused plan, I want you to stay in the Red Zone.

https://s3.amazonaws.com/Jhonlinemanagement/What-is-your-follow-up-ratings.pdf
:https://s3.amazonaws.com/Jhonlinemanagement/5-RULES-TO-FOLLOW-UP.pdf



