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MAGGIE: Welcome to the Marketing Moxie Show.  I'm Maggie Patterson, and today 

we are going to talk about mastering your to-do list with guest expert 
Megan Flatt.  Let's get going. 

 
INTRO: Welcome to Marketing Moxie with your host, Maggie Patterson.  This 

show is dedicated to practical and proven, online and offline, marketing 
ideas that you can take away and apply to build your business, all with 
Maggie's signature, to the point, style and sass.  Let's go.   

 
MAGGIE: I am so excited to have my friend Megan Flatt on the show.  She is one of 

my absolute business besties, and I will tell you this: When I am 
overwhelmed, when I am about to freak out--it doesn't happen often, but 
when it does, it really, really does--Megan is the person I go to to get my 
head screwed back on and just prioritize stuff.  And sometimes it's just a 
little deep breath, a quick chat with Megan, and I'm back on track.  

 
 Megan works primarily with moms to help them really step into the role of 

CEO.  She's a coach.  She's a consultant.  And, honestly, you need to 
know Megan, so let's get going and listen to this episode and my chat 
with Megan about mastering the to-do list.   

 
MAGGIE: Hey, everyone!  We are here today with the Business of Business series, 

and we are talking to one of my business besties Megan Flatt.  This entire 
series might as well be called Business Besties because I've brought my 
absolute favorite people on over the next few weeks to talk about some of 
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the stuff we really don't want to talk about in our business.  Megan, 
welcome to the show. 

 
MEGAN: Thank you so much for having me!  I am not kidding when I say that your 

podcast is hands down one of my favorites, so I am thrilled to get to be a 
guest.  

 
MAGGIE: Do you see why she's one of my business besties?   
 
[Laughter]  
 
MEGAN: And I'm not just saying that because you're my business bestie.   
 
MAGGIE: Interest of full disclosure, Megan is my absolute go-to girl when I'm 

overwhelmed.  She is the first person I go to, and I say, "Megan!  Help 
me."  And I know, as entrepreneurs, as busy moms - a lot of us, we're 
busy, we're overwhelmed, we're stressed, we've got so many things on 
the go.  So what is your number one tip to help people get out of 
overwhelm quickly? 

 
MEGAN: Yeah, absolutely, well, here it is: It's a little tongue-in-cheek.  My number 

one tip is to get more overwhelmed.  So let me explain.  What I find for 
me, and we can actually talk about stress triggers a little bit too, but what I 
find for me is when I'm feeling overwhelmed and, for a lot of my clients 
and people I talk to, when they're feeling overwhelmed, really what is 
happening is that they actually don't know what they need to do. 

 
MAGGIE: Yeah. 
 
MEGAN: They have this sense that there's a lot going on, that they're feeling busy, 

that there's a million things they have to do, but they don't have a really 
good sense of exactly what those things are.  So my joke, "Get more 
overwhelmed," just means to actually take the time, sit down with a blank 
piece of paper and a pen.  You can do it digitally if you want, but honestly 
I really recommend doing it by hand and just write out.  Do a big brain 
dump of all of the things that you have to do.  And don't worry about if it's 
business, if it's home, if it's for your kid's preschool.  Just get everything 
out of your brain.   

 
Then take the time to, if you have a Notes program on your phone or 
maybe you scratched something on the back of an envelope, gather all of 
those things and get everything into one place.  Look through your email 
inbox.  Was there something you flagged because you needed to take 
care of it?  Add that to that list.   

 
 When you do that, that's where the more overwhelmed part comes in.  

You may look at this list and think, "Oh, my gosh!  There's a million things 
on this list!"  But I always say knowledge is power, and once you have it 
all down on paper, then you can figure out what to do with it.  So that's 
definitely my first kind of first step for getting out of overwhelm. 

 



MAGGIE: Let's a little bit about some of these triggers.  I know a trigger for me is 
when I have too many social/business things where I actually have to be 
committed at a specific time because I personally have been so used to 
being the master of my own time.  When I become physically over-
committed, I start to feel like, oh, I'm too busy.  And it literally could be 
something that's an hour I have to do, but that will totally throw my whole 
week into chaos.   

 
MEGAN: Yeah!  I think that's so important, and I always say know your stress 

triggers because I think that's really important.  I jotted down.  I'm flipping 
back in my own notes because I jotted down a couple of ideas of 
people's. 

 
 For me, I don't get overwhelmed by too many things to do.  Like I said, I 

get overwhelmed when I don't know what those things are. 
 
MAGGIE: Yeah. 
 
MEGAN: For you, you get overwhelmed when you feel some time constraints. 
 
MAGGIE: Yes. 
 
MEGAN: Some people do get overwhelmed when they have too many things to do.  

Some people get overwhelmed if they feel like they don't have enough 
help, or maybe they get overwhelmed by not having a plan or not having 
a schedule.  I think it's really important to think about what are your stress 
triggers.  Sometimes just knowing that, like for you or for I, just the fact 
that I know that my trigger is when I don't know all the things I have to do, 
that can remind me.  Okay, I'm feeling overwhelmed.  Let's figure this out.   

 
For you, knowing that, okay, my trigger is when I feel too scheduled, then 
you want to set up your day and your structure so you have lots of big 
blocks of open time.  You don't want to schedule too many things back-to-
back.  That can be a source of relief for you where you can say, wow, I'm 
feeling really overwhelmed.  You can look at your calendar and say, okay, 
I need to cancel this appointment, or I need to move this appointment to a 
different day so I have some bigger blocks of free time. 

 
MAGGIE: Yeah, and I actually literally looked at the calendar for next week, and I 

have a dentist appointment, and my son has a dentist appointment.  Just 
because of where we live, that's a two- to three-hour project.  I'm like, 
nope.  I'm canceling my dentist appointment.  I'm going to reschedule it 
two weeks later.  Just opening up that space, I feel so much better. 

 
MEGAN: Exactly.  Exactly.  If you know, I mean, maybe your stress trigger comes 

when you're too tired or when you haven't -- like my six-year-old.  His 
stress trigger is when he's hungry.   

 
MAGGIE: Yeah. 
 
MEGAN: I can almost guarantee you if he's have a meltdown, he needs a snack. 



 
MAGGIE: He's hangry. 
 
MEGAN: Yeah, he's hangry.  Exactly.  And some of us are that way too, so I think 

even just kind of being aware, taking some time when you're not stressed 
to think about what are my stress triggers, then when you start to feel that 
way you can say, okay, I need to go get a snack.  You just know how to 
handle it a little better. 

 
MAGGIE: Yeah, and I think what's really interesting about that, and then we'll kind 

of get back onto the line of questioning, but is just understanding that 
busy is a choice.  That's why I like when people say to me, "Oh, I'm so 
busy," I'm like, "Mm."  A, we all have different varying levels of busy, but I 
also think busy is a choice.  We always have a choice whether we choose 
to take on that thing, whether we schedule it for that day. 

 
MEGAN: Right. 
 
MAGGIE: Even with client work, a lot of times we're our own worst enemies.  We're 

like, "Oh, I'll have that to you Tuesday," when that's not even a realistic 
goal.   

 
MEGAN: Yeah, yeah, exactly. 
 
MAGGIE: Starting to understand that, I think, is important. 
 
MEGAN: Yeah.  I'm actually going to change my answer, Maggie.  I think my 

number one tip for helping people get out of overwhelm is know your 
stress trigger.  

 
MAGGIE: Yeah. 
 
MEGAN: My stress trigger happens to be not knowing what I have to do.  And so, 

for me, doing that big brainstorm list is how I get out of overwhelm.  But, 
yeah, I think the number one tip is just know what your stress trigger is 
and then be able to address that. 

 
MAGGIE: Yeah, for sure.  We've all got like these giant to-do lists.  Much of is of our 

own construction because, if you don't fold the laundry on Tuesday night, 
the world does not end.  But how can we manage the list and not have it 
manage us?  How do we really master it and be the boss of it?   

 
MEGAN: Yeah.  You know, some people kind of give me a hard time because they 

say, oh, I'm kind of neurotic, or I get everything down to the minute, and 
it's not actually that.  I always feel like, with a plan and with a schedule, 
there's actually a little more flexibility because, like you said, you just kind 
of -- instead of feeling like, oh, I have to do 47 things in the next hour, you 
kind of just know exactly what you have to do.   

 
 And so I really recommend you take some time and think about what the 

big buckets are in your life.  Then when you're making your to-do list, kind 



of compartmentalize things into those buckets.  I do this for my business, 
and then I also do it for my home life.   

 
 For example, my business buckets are content creation, client work, 

social media and marketing, and then business admin.  Then my home, 
I'll forget what my home ones are.  My home are errands--I do a lot of 
volunteer work for my daughter's preschool, so the preschool gets its own 
bucket--household chores, household admin, those types of things.   

 
 Then when I'm working on my to-do list, I kind of, okay, this to-do goes 

under content creation.  This to-do goes under business admin.  I 
separate my lists that way.  Then I tie it to my calendar.  

 
So like you were saying, like folding the laundry on Tuesday nights.  Well, 
in some ways that is easier if you just say, okay, I always fold the laundry 
on Tuesday nights.  Then on Thursday when there's a pile of laundry that 
needs to be folded, you're not going to stress about it.  You're not going to 
think, "Oh, my gosh!  I've got to get to that!  I've got to get to that!" 
because you just say no, I do that on Tuesday nights.   

 
And the same thing with your business tasks: if you do content creation 
on Thursdays, then on Monday you don't have to stress about, "Oh, my 
gosh!  I've got to write my blog post!"  No, I write my blog post on 
Thursdays.  You only have to worry about the things on your to-do list that 
are in the bucket for what your calendar says you're doing at that time.  Of 
course, that doesn't always -- I mean, obviously we have to be flexible 
and things come up, and somebody needs clean underwear or a client 
needs an email.  But if you can have that framework in place, it can really 
just alleviate that a little bit. 

 
MAGGIE: Along with that, what are some of your absolute favorite shortcuts for 

making most of our time, because I think we all waste a lot of time? 
 
MEGAN: Yeah.  I think, especially when you're talking about mom business 

owners, which are kind of my main client, our time tends to be broken up 
a little bit. 

 
MAGGIE: Yes! 
 
MEGAN: And we have just different chunks of time.  I also, along with that kind of 

compartmentalizing my list, I like to always think about my time in terms 
of grades.  That grade A time, it's high focus time.  It's when my brain is 
working.  It's usually kid-free.   

 
For me, it's when my kids are at school, early in the morning, and I want 
to put my most important tasks into that time slot.  I don't want to be on 
Facebook during that time.  I don't want to be doing laundry at that time 
because I can do those things when my brain isn't as focused, or I can 
throw in a load of laundry when my kids are running around the house.  I 
don't need to use my kid-free time to do those tasks.   

 



I think that's another place that we feel overwhelmed is we think, "Oh, my 
gosh!  I've got to do all of these things, and I've got to do them right now."  
But, no, I think you need to pick the really important things to do at the 
really important time. 

 
MAGGIE: Yeah, it's interesting because one thing I've really noticed, like over the 

summer my schedule of my son was so broken up because he was 
home.  So I was working in weird blocks of time, and what I really found 
is, from like 9:00 to midnight, I can hammer stuff out.  

 
MEGAN: Right. 
 
MAGGIE: I am literally in my zone.  I can write.  I write my best stuff late at night 

because there are no distractions.   
 
MEGAN: Right, and see I'm the opposite.  I always tell myself.  I always say, "Oh, 

well, I'll work on this thing after my kids go to bed."  Then I'm like a 
blubbering fool.  I just stare at the screen.  I can't do anything.  And I just 
realized a while ago that I'm much better if I get up early, if I get up before 
the kids wake up, that I'm just more efficient.   

 
Then also you don't feel like -- that's the other thing that happens as 
entrepreneurs, especially mom entrepreneurs, we feel like we're always 
working, like we have to be working in every possible moment.  When you 
start to kind of think of things in these compartments, then you're also 
able to have just some downtime too. 

 
MAGGIE: Yeah.  I mean, honestly, Megan, I know you and I both feel really strongly 

about this.  If you don't have downtime, if you're always working--there 
are no breaks, there are no weekends, there's no vacation--you will burn 
out.   

 
MEGAN: Right.   
 
MAGGIE: Or you will start to hate the very thing that you're supposed to love. 
 
MEGAN: Exactly, and we joke about this because you and I both love what we do.  
 
MAGGIE: Yeah. 
 
MEGAN: We feel like we can do it all the time.  I think that's great, and that's so 

important to have something that you really love, but yeah, you have to 
be able to step away from it.  Even for your own creativity in your 
business, I think being able to take that time off and go to a yoga class, 
cook a meal, or whatever it is, that helps your brain come up with the next 
big idea too. 

 
MAGGIE: Yeah, it's interesting.  I noticed with some of my friends.  They're like, 

"Well, you know, I don't want to bother you because I know you're busy 
with your businesses."  I'm like,  "No, no!  I'm like: I have time.  Just ask 
me."   



 
MEGAN: Right. 
 
MAGGIE: If you ask, and I find that I work often because I have the time. 
 
MEGAN: Right. 
 
MAGGIE: Whereas if I had, for example, I'm going to the movies with my sister 

tomorrow night.  I know by whatever time tomorrow, there's no more 
work.  Okay, great. 

 
MEGAN: Right. 
 
MAGGIE: I'm totally fine with that. 
 
MEGAN: Yeah, exactly.  Exactly. 
 
MAGGIE: Let's talk a little bit about tools to wrap things up.  What are some of the 

top two to three tools that we really should try to embrace, even if we're 
not systems type people or tech type people, to really help us kind of 
better manage our time and master that to-do list? 

 
MEGAN: Okay.  My first tool, and you know this about me, but my first tool is 

actually a stack of Post-It notes.   
 
MAGGIE: Yes, it is! 
 
MEGAN: I love -- you can see pictures of my office, there are Post-It notes 

everywhere.  I love Post-It notes for a couple of different reasons.  One, 
it's a really great way if you're planning out a project or you're mapping 
out the content for your next course, or even your to-do list or what you're 
working on your business in the next three months.  Putting everything on 
a Post-It note and then sticking it to the wall gives you that opportunity to 
move them around and shift them like, okay, I want to move this over to 
the October block and this over to the December block, and be able to 
see things really visually.   

 
MAGGIE: Yeah. 
 
MEGAN: There's so much research that shows that people that write their goals 

down have a higher rate of accomplishing them.  The way I look at it is 
your to-do list and they're just little daily goal lists.  If you write them down 
by hand, I think you have a better chance of accomplishing them, even if 
you use a digital.  That's, I guess, my second way I use a Post-It note is, 
even if you use a digital form of a to-do list, I use a Post-it note to write 
down what I want to do for that day, and partly because a Post-It note is 
small.   

 
MAGGIE: Yeah. 
 



MEGAN: You can only fit three things on it, five things on it.  I think that's a really 
manageable amount of tasks for one day.  And you can always, if you get 
through those five, you can always add more.  But it just gives you that 
sense of accomplishment like, okay, these are the three must do things 
for today.  And now I've gotten through them, and I feel like, okay, I can 
shut down now and go to yoga or take my kids to the park, or I can move 
onto the next thing on the list depending what's going on.   

 
MAGGIE: Yeah, and I think a big part of that is--you and I talk about this all the time-

-making it fun, like having cute Post-It notes or fun pens.  It makes 
something that seems really, like, ugh, way more entertaining. 

 
MEGAN: Exactly.  Totally.  And I think it gets that creative -- we think of it like 

planning and time management isn't creative, but it really is.  So it gets 
those creative juices flowing around your planning and around your 
scheduling.   

 
 Then one of my other tools would be, especially if you have more than 

one person that you need to coordinate with, like a spouse or a VA or 
anything like that, is having some kind of shareable calendar.  It just cuts 
down on so much back and forth of who is picking up the kids or who has 
got a late meeting. 

 
MAGGIE: Yeah. 
 
MEGAN: Nothing replaces actual verbal communication with those people, but just 

having something that you can glance at really quick and see that your 
partner has a late meeting or something like that, just really helps you 
then have a better sense of what you can get done during the day 
because you can see, oh, well, I need to do school drop-off, or I'm going 
to be responsible for this.  It just kind of helps you plan it all out. 

 
MAGGIE: Absolutely.  My husband and I, we have a huge wall calendar in the 

kitchen, and the joke is: Well, it's not on the calendar.   
 
MEGAN: Like it doesn't exist. 
 
MAGGIE: He'll say, "Oh, I have a meeting on Saturday."  I'm like, "It's not on the 

calendar."  If it's not on the calendar, we fully can tell each other no.   
 
MEGAN: Right, it doesn't exist.  Exactly. 
 
MAGGIE: Yeah, it's not real. 
 
MEGAN: Exactly. 
 
MAGGIE: Megan, where can people connect with you, learn more about how to 

work with you, and get some great productivity and time management 
hacks? 

 



MEGAN: Yeah, so I am over at MeganFlatt.com, and I have a downloadable PDF 
called 50 Productivity Hacks for Mama CEOs.  There are just some really 
great tips in there that I've borrowed from all different areas.  There are 
some business tips, but there's also meal planning tips and how to run 
your household because I always say our lives are not 
compartmentalized, so the way we plan our business as mama CEOs 
shouldn't be compartmentalized.   

 
So again, whether you're a mom, whether you're not a mom, but we all 
have households to run.  We all have volunteer work.  We have activities 
that we participate in.  You need to really take into consideration all of 
those things, so my productivity hacks PDF kind of helps you do that.   

 
MAGGIE: Yeah, and I love it.  I have it.  I fully endorse it, listeners.  I will link up to it 

in the show notes.  Megan, thank you so much for sharing your time and 
your wisdom with us today. 

 
MEGAN: Absolutely.  It was so fun.  Thank you for having me. 
 
MAGGIE: Short and sweet.  Megan and I did it Marketing Moxie style and kept it 

moving.   
 
 Let's get into the takeaways for today's show.  The number one takeaway 

I really took from this is understanding what triggers you, understanding 
what kind of sends you into that swirling feeling of being overwhelmed or 
stressed.  For me, things like lack of sleep, not being in control of my 
time.  Maybe yours are different.  Get really aware and start to notice 
what's triggering those.  Maybe it's how you haven't had enough to eat 
and you're hangry, but know the triggers.   

 
 The second tip that Megan gave, and I think this is a great takeaway for 

the show, is really look at your schedule and start to break it down into 
buckets.  Instead of having that massive, crazy, overwhelming to-do list, 
look at your life.  Look at how you're going to prioritize it.   

 
Is this an errand?  Is this something I need to do with the kids, for the 
kids, with the kids?  Is it related to the kids' school?  Is it business-wise?  
Is it content?  Is it marketing?  Is it admin?  And really start to break down 
those buckets because, first of all, it just becomes a lot more 
manageable.  The second part is, too, you can start to look for areas 
where you can ask for help, start to bring in other help if you need it, and 
really start to get really specific and intentional about how you spend your 
time. 

 
 Takeaway number three, I love this because I personally do this.  I 

probably was trained by Megan, I will admit, but really start to write things 
out.  Use Post-It notes.  Use a pen and paper.  Something much more 
tangible happens when you start to commit things to paper, whether that 
be your goals, your specific to-dos, your intentions for the day.  Whatever 
it is, write it down and make it real. 

 



 Finally, this is a bonus one for you mamas.  Create a shareable calendar.  
Maybe it's a wall calendar, a Google calendar you share with your 
partner, whatever it is.  And this isn't just a mom tip.  Maybe you have a 
roommate and you need to know who is going to be where, when.  
Whatever it is, find a way to better coordinate so that everyone's time 
feels respected, and you feel just like it's all under control.   

 
 If you want to learn more about Megan, you can check out all the links for 

today's episode over in the show notes at 
www.MaggiePatterson.com/episode38.  And if you want more moxie, 
more tips, more ideas, you can hop on over to 
www.MaggiePatterson.com/group and join the Marketing Moxie group 
over on Facebook and keep the conversation going.  

 
 Thank you so much for listening, and I'll catch you all again soon. 
 
OUTRO: Thank you so much for listening.  Hop on over to our home base at 

http://www.MaggiePatterson.com for the show notes and more episodes.  
And you can join the Marketing Moxie Facebook group at 
www.MaggiePatterson.com/group.  And remember, as Yoda says, "Do or 
do not.  There is no try."  That's what having moxie is all about. 
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