


S T E P  S E V E N

Get  into  a  dai l y  rout ine  & plan

J O H N  C . M A X W E L L

aving all of these strategies to use is great, but sometimes it can be easy 
to veer off track with it all if you don’t have a routine.

aving a routine helps you to get into the habit of doing cer tain things that 
will help you to move forward. 

Here are the things I  tr y to do ever y day:

At the beginning of each day I review what I want 
to do and achieve throughout the day. I actually 

fil l out a daily planner, so I stay really focused. You 
can download a daily planner for yourself here.

I tr y and read something or watch something that will 
help me to learn something new and develop as  

a person.

I take a break or a few throughout the day (5 
minutes or so) to do something else – like throw 
the ball for my dog. It helps me to clear my mind.

I take at least a minute to think about what I’m 
grateful for.

I do a guided visualisation to help me to connect 
and focus on my goals.



E X E R C I S E

Create  your  Dai l y  Rout ine

or me, writing out the things 
I want to do ever y day and 
having a daily routine allows 
me to create good habits.

That’s what this is all about – disciplining 
yourself to do the things you want to do, 
until they become habits.

So create your daily routine – what would 
you like to incorporate into your day? 

A C T I O N  TO  TA K E

Consciously create your daily routine.



B R U C E  L E E

ou have to make the 
decision now to put these 
steps into action - to take 
control of the hours in the 
day and make the most

of them. Only you can do this, no one else 
can do it for you. 

So get to it. Get the attitude, get organised, 
get the clar ity you need to succeed, make 
your plan and discipline yourself to do the 
things you need to do.

This will make you one hell of a productive 
person!

T I P S  TO  H E L P  YO U 
M A K E  T H E  M O S T  O F  YO U R  T I M E

Use a Timer
I don’t know about you, but I’m the kind 
of person that gets easily distracted… I 
think most of us are! One minute you’re 
working on something, the next you’re 
doing something else! A brilliant way to 
stay on track and stop getting distracted 
is to use a timer!

This is as simple as using the timer on 
your phone. When you do this your mind 
is more focused on getting what you need 
to get done because you know you’re 
being timed! So give it a tr y… get your 
timer and ever y time you star t a new task 
time yourself. 

Discipline & focus
In order to make the most of your time 
you have to be disciplined and focused. 
This is something you have to choose 
to be and sometimes it can be hard, 
especially when you’re tr ying to achieve 
something big. But if you want to make it 
happen you have to step up and be the 
person you need to be and do the things 
you need to do. 

This month step up your game and be 
more focused and disciplined than ever 
before!

Who are you spending time with?

Tr y to avoid spending time with people 
who distract you and suck up your time. 
Identify the people in your life who you 
feel do this and make a mental note to 
not take calls from them or spend time 
with them when you’ve got lots of things 
you want to achieve. 



Learn to Say No
One of the biggest reasons why people 
feel like they don’t have enough time is 
because they say yes to far too many 
things. I’m sure we’ve all been guilty of 
this! When you’re running a business it 
can be really hard to say no and then 
before you know it you feel like you’ve 
bitten off more than you can chew and 
then stress, overwhelm and panic sinks in!

Most people are afraid to say no because 
they’re worried they’ll let people down 
or disappoint people or worried that 
they’ll miss out on work or oppor tunities 
or because they don’t want to create a 
conflict. But the truth is taking on too 
much work can mean that you’re not as 
effective and you can’t make as much 
progress with really impor tant things you 
want to do.

So really saying no is sometimes the best 
thing you can do for yourself and for 
others. 

How do you know whether to say no or 
not? Your game plan and timetable are 
going to help you with this, because you’ll 
be able to see what you have planned 
out and know whether you have space to 
take on more work. If you know you really 
haven’t got the time then it makes the 
decision easy for you.

How do you go about it? Just be your 
lovely, polite self and say something like 
“I’d absolutely love to work with you on 
this, but I’m full booked at the moment/
I’m focusing on another project r ight now/
now’s not the r ight time unfor tunately.” 

Don’t confuse busyness with 
productiveness.

Be Prepared
A lot of people waste time throughout the 
day because they’re not prepared to do 
the things they need to do. For example, if 
you’ve made a plan to film a video series 
but you don’t have the equipment ready 
or the scr ipts written then you’re not 
prepared to go and star t filming, so you 
can’t stick to your plan. 

If you’ve set out to do something then 
make sure you’re prepared for it – take 
time to prepare what you need to do, so 
that when you come to completing the 
task you can do so without wasting time. 

So be as prepared as you possibly can.

Delegate
This is an entire topic in itself, but I thin it’s 
an impor tant point to think about when 
it comes to making the most of your time. 

Are you doing things that you shouldn’t 
be doing? Look back over the list of 
activities you carr ied out over the 3-day 
period and think about which tasks you 
could outsource.

Go through the list and make a note 
next to activities you want to stop doing 
yourself. Once you’re aware of what you 
want to outsource you can look at making 
it happen. This will free up your time, so 
you can focus on doing things that are 
helping you to make massive progress.

So many people feel so busy and lead 
hectic lives, but they’re often busy doing 
nothing. This is why it’s so impor tant that 
you check in with yourself regular ly – 
during the day take a step back and ask 
yourself, “Am I on track? Am I making the 
progress I want to be making?” You can 
also use your timetable to help you get 
back on track, so make sure you use it!

It is not enough to be busy. So 
are the ants. The question is: 

What are we busy about?


