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Step 4: Establishing Your Business Rituals

Module 7
Managing Your Priorities

The essence of effective time and life management is to organize and execute around 
priorities.” 
 - Stephen Covey, the author of The Seven Habits of Highly Effective People

God knew what he was doing when he gave us the commandment to keep holy the 
Sabbath day. He didn’t tell Moses to “try to go to church once a week.” No, he was 
quite specific that we were to honor and worship him on the Sabbath day. This is 
because God knows we have a little time management problem. We are easily distracted 
and prone to overwhelm. So he made rules that are non-negotiable. In fact, he felt so 
strongly about the Sabbath day ritual, that he had this message carved in stone along 
with his other highest laws. 

It’s interesting how, even centuries later, human 
beings still hold that ritual sacred by spending 
Sunday mornings in worship. I have a feeling if 
God had been a little less structured, we might 
not have the same loyal church-going practice 
in place. Imagine yourself saying, “Gosh, I really 
need to figure out how to find time to go to church 
this week.” Or, “Wow – it’s been such a crazy 
week and I’ve meant to get to church but I just 
couldn’t fit it in!” No, God knew what he was doing 
by establishing a specific time for worship and 
creating the expectation that we set that day aside 
and plan everything else in our lives around it. 

The same practice holds true in establishing 
routines in other areas of our life as well. Think 
about the people you know who are “religious” 
about their fitness habits. Do they try to squeeze 
in a workout when they find the time? No, they 
most likely have a very specific time and place 
in their schedule for exercise. Maybe they are 
morning exercisers, rising before dawn to hop on 
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the treadmill before the kids wake up. Or perhaps they spend their lunch hour at the 
gym or unwind every evening with a quiet yoga practice. The more dedicated they are 
to fitness, the more structured their routine is. I have neighbors who tell me they know 
what time it is when they see me pass their house on my morning run. I’m a creature of 
habit, which can be a detriment at times, but it is a tremendous asset when it comes to 
establishing routines and managing my time.

Rituals and habits are also important in protecting our personal time. Remember in 
Module 1 when you made a list of the “Things I Value Most”? Take a look at the things 
on that list and think about the rituals and habits that you put in place to ensure 
you devote adequate time on those things. For example, my list includes “spending 
time with my husband,” so we have a standing monthly date night. We put it on the 
calendar and hire a babysitter even without knowing what we will do or where we will 
go. Those issues are not important; but safeguarding our time together is critical. We 
also plan a short getaway each year even if it is only an overnight trip so that we can 
connect in a quiet space with no agenda and no obligations to anyone else. My list also 
includes “friendships,” and one of the best ways for me to nurture my relationships 
with girlfriends is to have lunch dates. I intentionally keep my calendar free every other 
Friday to have lunch with a friend. Sometimes I switch the date around, but the habit of 
having a social lunch date twice a month is something I treasure. 

No matter how good our intentions are, if we don’t have a ritual or system in place to 
honor those intentions, our goals will fall victim to the chaotic pace of life. We are easily 
distracted even by the most noble of endeavors that will ultimately throw us off course. 
As moms and entrepreneurs, we feel the pressure of an endless list of responsibilities 
and important activities. We are surrounded by others who are eager to tap into our 
brilliance and experience the benefit of our generosity and love. Of course, we want to 
be there for them—to give of ourselves freely. Because we are people-pleasers. We want 
to be loved. We love to be needed. And we truly receive joy in helping others. All of this 
is good. But we know what happens when we have too much of a good thing.  

Who is going to protect our time if we don’t do it 
for ourselves? 

I have news for you, sister: Nobody is going to knock on 
your door one morning and say, “You need to take the 
day to yourself. Go ahead; I’ll watch the children, do the 
laundry and make dinner.” That’s a lovely fantasy, but 
the reality is that this only happens when you have a 
baby or a serious illness. Anything in between and you’re 
on your own. So, it’s time to attach some “attention” to 
your “intention” by establishing a priority management 
ritual. If you have a goal in mind —whether it is building 
a business, cleaning a closet or running a marathon—you 
can dramatically increase your changes of success by 
creating a routine that supports your goal. 

So let’s examine our businesses from this perspective. 
Earlier in this program, we became clear about our 



3 of 6©2010 TGC Communications, LLC 

business purpose. Then we worked on removing obstacles to our success, developing 
relationships and providing service. Now we can pull those things together and create a 
system to help us move forward with grace and confidence. 

In this Module, we’ll examine three simple steps to establishing a business ritual:

1. Identify your most important activities;

2. Schedule them in your calendar during your personal best times and protect 
them above all else; and

3. Automate, eliminate and delegate everything else.

I know what you’re thinking… “But wait a minute! Isn’t the beauty of being a 
mompreneur all about the freedom and flexibility to set our own schedules and work 
around our family commitments?” Yes, absolutely! But let’s be realistic, here. When you 
have ten clients, three kids, two employees and an endless list of responsibilities, it’s 
difficult to enjoy the flexibility that comes with setting your own schedule. The secret 
I plan to share with you is that structure actually enables you more freedom. You will 
discover that you will effortlessly move throughout your day and your week with a 
sense of purpose that allows you to make decisions and be even more flexible with your 
time. Rituals and habits give you the foundation you need for a productive week; which 
creates space and time for the spontaneous or unexpected activities. 

 
There is a time for everything, and a season for every activity under heaven.”
 - Ecclesiastes 3:1
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 Exercises 
This week’s exercises are designed to help you create a business ritual that will guide 
you along your path as a mompreneur.  We’ll explore our ideal work day, identify our 
high importance activities and learn how to establish routines that support our goals. 
We’ll examine the difference between being busy and being productive and discover 
some tools to automate tasks. 

Exercise #1: My Perfect Work Day 

In a perfect world, what would your workday look 
like? Think about your daily schedule. Refer to the 
worksheet from Module 1 entitled “Where Does The 
Time Go?” This will give you a clear picture of how 
you are actually spending your time. Now, set aside 
the worksheet and close your eyes. OK, open them 
until you finish reading this, then you can start  

When you close your eyes, imagine your Perfect 
Work Day. Think about what you would do and 
when. What time would you wake up? What would 
you do next? How would you spend your working 
hours? When would you take a break? What would 
you do on your break? How would you feel at the 
end of the day? Really take some time to daydream 
and allow yourself to get lost in the ideal world of 
your perfect work day.

When you are ready, open your eyes and write about 
you Perfect Work Day in your journal. Be as specific 
as possible and write in the present tense as if you 

are experiencing it now. Consider it a “Day in the Life” of your future self. Have fun 
with it! And be honest! If you truly enjoy breaking in the middle of the day to have lunch 
with your child at school – then include that in your description. But if you only do that 
out of obligation or guilt, then let go of it for now! I confess that my ideal work day 
starts at 9 am and ends at 3 pm and does not include a single thought or mention of my 
kids during those hours. 

When you finish writing, go back and review what you described as your Perfect 
Work Day. What are the activities you are engaged in? Are you writing, working on a 
computer, talking with clients, creating something, helping others, meeting face-to-face 
with clients? What does this tell you about how you want to spend your work day? What 
does it tell you about how you do NOT want to spend your time?
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Exercise #2:  Work on Your MBA: Meaningful Business Activities 

Remember in Module 1 when we did the “Brain Dump” exercise? We made a list of 
everything that is on our minds. We crossed off the things we can’t control and the 
things that drain our mental energy. The remaining list includes the things we think 
about and need to focus our energy on every day. Take a look at that list in your 
business journal and compare it to the list of “Things I Value Most.” Do you notice any 
similarities? 

Now take a look at your Inspired Vision Statement—the sentence that captures the 
essence of who you want to be and how you choose to live your life. Do you see any 
familiar themes? Spend some time exploring these discoveries in your business journal. 

Things I Value

My Inspired Vision Statement

Things I Think About

Now make a list of the “Top Five High Importance Activities that Will Help Me 
Create or Grow My Business.” These are the things you want to work on daily—I like 
to call them Meaningful Business Activities, or MBA. Your list should include activities 
that:

1. Produce revenue

2. Are connected to your passion

3. Directly relate to one of your goals

4. Attract new clients

5. Better serve existing clients

Most likely you will recognize these activities from your description of the your Perfect 
Work Day. My list looks something like this:

1. Writing

2. Learning New Things

3. Connecting with Clients and Colleagues

4. Creating

5. Planning and Strategizing 

Notice what is NOT on your list? For me, that includes paying bills, checking email, 
spending time on Facebook, doing housework, arranging carpool and team parties for 
my kids, etc. So guess what?! I have to consciously prevent myself from doing these 
things so that I can Work on My MBA. These are the things I need to eliminate, 
delegate or significantly reduce. What do you need to prevent yourself from doing so 
that you can create time to work on your MBA? Make a list in your business journal.
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Schedule Your Power Hours 

After you have identified your Top Five MBAs, you 
can schedule time for each activity in your calendar. 

And here’s the most important thing…make 
sure you schedule your MBAs during your 
personal best time of day. Think about your 
Perfect Work Day and notice when in your day 
you are working on certain tasks. Consider your 
family schedule and the times in the day that are 
conducive to work. Factor in your own energy level 
and ability to focus at certain times of the day. Take 
a few minutes to identify your own personal Power 
Hours—the times during the day when you feel most 
creative, energetic or competent. 

Now, go to your calendar and block off one hour or 
more next week for each of the five activities you 
listed. Use your Power Hours to work on your 
MBA! 

Action Assignment: 

Set one small goal – something you want to accomplish before our next module. Make 
it something that will help you establish a new ritual in your business. You don’t have to 
make it a huge goal – maybe just take the first step toward a larger goal.  

For example, let’s say your goal is to spend at least an hour a day on creating your 
new product, program or offering. Make sure you mark that hour in your calendar and 
create the support system you need at home to protect that hour for work. 

Let us know what your goal is so that we can help keep you on track!


