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Step 4: Establishing Your Business Rituals

Module 8 
Planning How You Spend Your Valuable Time

So what did you do today? How did you spend your time? Before you read any further, 
make a list of everything you did today. Go ahead – I’m not going to ask you to share it 
with me!  

I’m willing to bet you have a rather long list. But how many of those things (the ones 
you did today!) are steppingstones on your path to creating or growing your business? 

Remember in Module 2 when we talked about living a CREATIVE 
rather than REACTIVE life? It sounded like a nice idea and we 
all agreed that living with intention is far better than responding 
to the needs of others without ever addressing our own purpose 
in life. But this concept is more than a nice idea. It’s a daily 
practice! Every day, we must CREATE and not simply REACT. So 
this week, we’re going to discover a few tools to help us create 
time and space in our lives.

But before we dig in deep with our time management tools, I 
want to know how much you value your own time. I’m talking 
about dollar value! Do you think your time is worth $10 an hour? 
Or $200 an hour? When we don’t value our own time, we can’t 
expect clients, customers, friends and family to value it either. 

How much do you think your time is worth? My guess is that you’re much more 
valuable than you may think. Check out the “My Time is Valuable” worksheet and 
calculate exactly how much your time is worth. Many people are surprised by this 
exercise and it gives them the motivation they need to hire a babysitter, housekeeper, 
lawn service or assistant. This exercise is not designed to help you determine an 
hourly rate to charge clients (I have a whole different theory on hourly rates!). But it is 
designed to help you recognize the value of every hour you spend during your “business 
day” so that you plan your time productively.
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 Exercises 
Exercise #1: The Difference Between Being Busy and Being Productive

It’s not enough to be busy, so are the ants. The question is, what are we busy about?”
   
-Henry David Thoreau

OK, so we know you are busy. We get that. We’re all busy. Do you have any friends or 
family members who are single, childless and living in an apartment or small condo 
with very little responsibilities? I don’t know about you, but whenever someone like that 
tells me she is “so busy,” I’m dumbfounded. I just can’t imagine what it is that she does 
all day! I know; that’s very judgmental of me. I’m sure she has a demanding job and a 
ton of people who depend on her. 

So here’s the thing: busy is a subjective state. We all have our own definition of what is 
acceptable in terms of busyness in our lives. Some of us need to have activities planned 
for every hour of every day and multiple things that overlap one another. Others feel 
overwhelmed and busy if there is more than one thing on the calendar each day. They 
need more breathing room. So the trick is to identify what your acceptable level of 
busyness is—and to work within that level rather than too far below or above it. 

But don’t confuse busyness with 
productivity. If you’ve ever spent 
the entire day running around like a 
crazy woman and then couldn’t really 
articulate what you had accomplished, 
then you know what I mean. As moms 
and entrepreneurs we are often more 
REACTIVE than PROACTIVE in terms of 
how we spend our time. We are quick to 
respond to others’ requests and demands, 
putting our own needs to the side. This 
includes putting our businesses to the 
side. So while we have good intentions 
of serving others (our kids, our parents, our friends, our neighbors, etc.), all of our 
busyness prevents us from being productive in our work. 

I don’t need to tell you by now, that the solution is in your clarity; it’s in your ability to 
connect once again with your purpose. To do everything you can to continuously remind 
yourself of your values and goals:

1. Journal about your goals

2. Create your vision board and place it somewhere visible

3. Set an intention every day and put it on a sticky note where you will see it

4. Find an accountability partner who will help keep you focused
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All of these tactics help us remain aware of our goals. But what can we do to be more 
productive with our time so that we move toward those goals? Try some of my favorite 
Planning and Productivity tools:

1. Sunday Summit: Set aside 30 minutes once a week (I like Sundays) to plan 
your week. This involves not only looking at your calendar but also considering 
your business goals, your personal errands, your parenting responsibilities and 
everything else that is on your plate. The Sunday Summit allows you to be fully 
aware of everything you want to do and how you want to feel in the upcoming 
week. It provides an opportunity to set intentions and to adjust or modify goals. 
And, it invites you to create the support you will need to accomplish your goals. The 
Sunday Summit also allows you to be laser-focused in reviewing your monstrous list 
of responsibilities to determine the few most important tasks for the week. It will 
also help you eliminate and delegate where you can! Learn more about the Sunday 
Summit by downloading my template in the Membership Area.

2. Time Chunking: This is a trick that’s widely recommended by time management   
experts and it’s one of the most simple to implement. It puts you back “in control” of 
your time by dedicating specific chunks 
of time to similar activities. For example, 
if your business takes you out of the 
home to work with clients or make site 
visits of some sort, then batch all those 
visits during the same day or two each 
week. That will free up the remaining 
days for office work. The same practice 
holds true for personal errands. If you 
need to go to the dry cleaner, the 
preschool and the post office, why not 
schedule an hour in between client visits 
while you are out anyway. 

I encourage mompreneurs to take this concept one step further and batch the 
office activities that can otherwise become distractions or avoidance activities. For 
example, I batch 30 minutes each morning and each afternoon for social media. I 
set aside specific chunks of time for: responding to email; reading reports, blogs 
or other information related to business; paying bills; coordinating children’s 
activities; communicating with teachers and coaches; and doing housework. Yes, I 
have a routine in place for when I will clean the house, unload the dishwasher, run 
a load of laundry and do the grocery shopping. That might sound a little “Type A” 
to you, and I promise you I don’t always stick to the plan; but just having a regular 
system in place helps me to stay on track, knowing that there is a time and a place 
for everything. Think of it this way, if you didn’t know when you would get a chance 
to talk with your husband next, wouldn’t you be tempted to bombard him with 
everything on your mind each time you see him? But if you have a regular time for 
talking to one another about the kids and the house, you might save everything for 
that conversation. Which method sounds more productive?
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3. Multi-Tasking Mistakes:  For years I have prided myself on my ability to multi-
task. Every SuperMom knows how to negotiate a business deal while giving the 
baby a bath, doing lunges, making dinner and helping the kids with their homework. 
Right? Perhaps that’s an exaggeration, but you know what I’m talking about. When’s 
the last time you did one thing at a time? The same thing for an hour without any 
interruptions or additional activities. Some of us can’t even watch a movie without 
surfing the web or texting our friends. Multi-tasking is a useful skill that has helped 
us achieve tremendous growth in our lives. But there are times when we need to 
shut down all the distractions and avoidance techniques and simply focus on one 
thing at a time. If you are already a master at this, I applaud you! For the rest of 
us, I suggest you start small: choose one of your MBAs. Make it something you love 
doing —something you could do for hours at a time and loose track of time. Now 
commit to doing that one activity for a small chunk of time each day without 
interruption. That means you have permission to ignore the phone, the email, the 
dog, the neighbor who wants to chat and the laundry that is calling your name. When 
you are finished, notice how it feels to be productive. Did you discover anything 
about yourself or your work style? Write about it in your business journal!

Prevent Multitasking with a Timer: A common time management tip is to use a 
low-tech simple kitchen timer. When  you are trying to do ONLY ONE THING and 
you need to focus, then give yourself the gift of time and space in which to freely 
complete the task. There’s something magical that happens when you set a simple 
kitchen timer for 30 minutes, 60 minutes, or even just 10 minutes. You immediately 
immerse yourself in the task at hand, consciously avoiding all other distractions and 
procrastination techniques. You give 100% of your energy to the task because the 
“clock is running.” Even more powerful is the feeling that emerges when the timer 
goes off – it’s a sense of completion – a sense of peace in knowing that the time is 
over for this particular task and it’s now OK to move onto something else. Try this 
any time you need to dedicate a specific amount of time to a project – and let me 
know how it works!

4. Busy Buzzer: What are your personal default patterns? Where do you tend to “go” 
when you are not being productive? Do you procrastinate by busying yourself with 
household chores or get lost in a phone conversation with a relative out of town? 
Maybe you take a “quick” break from work and find yourself reading the newspaper 
or surfing the internet three hours later. Just being able to recognize your default 
patterns can be a huge first step in staying focused. Some of my favorite avoidance 
or distraction techniques are: checking email, organizing shelves or closets, picking 
up toys and clothes, researching vacations or recreational outings online, reading 
interesting blogs and planning activities for my kids. So every once in awhile, I need 
to check in with myself to make sure I’m not engaged in one of these activities rather 
than working on my MBAs. That’s when my Busy Buzzer comes in handy. If I really 
need help focusing on an activity without interruption, then I set my watch, cell 
phone or the timer in my office to go off every 20 or 30 minutes. When it buzzes, it’s 
an opportunity to take note of what I’m doing and make sure I’m still on task. Am I 
just busy or am I being productive? I only use it when I’m feeling prone to distraction 
because it can be extremely stressful listening to a buzzer all day long! But it’s a 
wonderful little tool when I need the added surveillance. Think of it like a heart 
rate monitor that beeps every time you get out of your healthy zone. Just a gentle 
reminder to get back in that productivity zone.
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5. Productive Puttering: Sometimes your brain just needs a day off from all the “to-
do” lists and goal-oriented tasks. You’ll know when you need a day like this because 
you’ll feel burned out. Sure, you could take a mini-vacation or sit around the house 
and read a book. But there’s this nagging feeling that you’ll be able to relax better if 
you could just do this, that and the other…So give yourself permission to spend a day 
doing just that: crossing off the random activities that are on your “to-do” list that 
you’ve been ignoring. Make it a fun day with no real schedule—your only agenda is 
to move blissfully from one pesky little task to another until you are finished or you 
simply don’t feel like it anymore. Set your expectations low and your intentions high. 

Many are the plans in a man’s heart, but it is the Lord’s purpose that prevails.”
 - Proverbs 19:21

Exercise #2: Technology Tools for Time Management

Despite your efforts to eliminate and delegate, there will always be tasks that you 
must handle yourself. For mompreneurs, many of these tasks involve computers and 
technology. Fortunately there are a myriad of tools (many of them free!) to help you 
manage your time more efficiently and automate some of your routine tasks. Some of 
my favorites include: 

Password Programs such as 1Password and Roboform. These programs enable you 
to store all of your online passwords securely so that you can access any website by 
unlocking one master password. They seamlessly integrate into your browser and can 
be shared across laptops, desktops and mobile devices. You will never again need to 
look up or remember a password!

Social Bookmarking Sites such as Diigo enable you to manage your “favorites” more 
efficiently than the bookmark feature that is built into your browser. You can tag your 
favorite websites in certain categories, making it easier to locate them based on a 
keyword. You can also share lists of bookmarks with others. Most importantly, Social 
Bookmarking Sites are web-based, which means you can access them from anywhere 
and you don’t have to rely on your browser that is installed on your home computer. 

File Sharing Sites such as Dropbox , YouSendIt or GoogleDocs allow you to share 
or exchange files with others outside of email, which is especially helpful if you have 
a large file. These sites also allow you to collaborate with others in a small group by 
providing access to a document to multiple users. I use these sites for everything from 
client collaboration, family photo exchanging and Girl Scout troop planning. 

Google Calendar – or some other online calendar system that allows you to access 
your calendar from multiple locations and sync your desktop, laptop and mobile device. 
Google Calendar also has a feature that enables you to color code entries so that you 
can keep your work calendar and personal calendar in the same place and view the 
categories of activities you choose. Plus, you can give access to the calendar to your 
husband, babysitter or virtual assistant if you choose.

Contact managers such as Highrise by 37 Signals to keep track of conversations 
and important information. I use contact managers to organize everything from client 
conversations to my Christmas card list. There are other programs on the market so be 
sure to find one that meets your needs. 

http://agilewebsolutions.com/products/1Password
http://www.roboform.com/
http://www.diigo.com/
http://db.tt/Gppq1Zys
http://db.tt/Gppq1Zys
http://docs.google.com/
https://www.google.com/calendar
http://highrisehq.com/index3
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QuickBooks for Business and Quicken for home bookkeeping. If you are still 
tracking your income and expenses using a paper checkbook register, you are missing 
out on an opportunity to be much more efficient! Invest in purchasing and learning one 
of these bookkeeping programs or delegate that task if you can.

Computer Backup Software – either a local server or cloud computing is fine as 
long as it is automated and there is one backup that is not located in the same place as 
your hard drive (so there is a copy offsite and it is automatically updated). I use Super 
Duper backup software for Macintosh computers. A great cloud computing solution is 
Carbonite.

Social Listening Tools such as Google Alerts cut down on your research time by 
bringing the latest news on a particular keyword or topic directly to your inbox. I use 
Google Alerts to listen for news about my clients, their clients, their competition and 
general industry topics. If you do nothing else, set up a Google Alert to see what is 
being said about you and your company. 

Google Reader or another RSS feed reader will allow you to read all of your favorite 
websites and blogs in one place. You can set your reader to be the default window in 
your browser so that it is always easy to access. Then you can unsubscribe to any sites 
or blogs that you typically receive via email. This enables you to dedicate a set time for 
“reading” and not interrupt your day because the latest news just arrived in your inbox.  

Email Rules: this is one of the most simple time management tools and it’s often 
overlooked. No matter what email provider or software you use, you can create “rules” 
for emails from a particular sender, or emails with a certain subject line. These emails 
can automatically go into a designated folder for you to read later so you keep your 
inbox clean and avoid the temptation to respond in the moment. 

Turn it Off!

One of the most effective time management tips is actually a retreat from technology! 
When I really need to focus on something, I turn off my phone (not silence it, but 
actually turn it off!); shut down my email and my internet browser. If I don’t need to 
be on the computer, I shut that off as well. This helps give me uninterrupted time to 
concentrate on my work (or play!) without distraction. 

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 30 minutes every week (Sunday Summit!) to 
plan your priorities and schedule the time in your calendar. The first step is to schedule 
the planning time! 

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

http://quicken.intuit.com/
http://www.google.com/alerts
http://www.google.com/reader

