Time Management
Bundle
with:
5 Tips to Become a Productivity Ninja
A Week / B Week Schedule Template

5 Tips to Become a

You’re overworked, over-scheduled and overdone.
Avoid entrepreneurial burnout – Take back your time!

1. Use the Pomodoro Technique®
Taking short breaks between stints of focused work
actually allows you to work more efficiently. The break time
provides a rest for your brain.
Start simple with 30 minute intervals - work for 25
minutes followed by a 5 minute break. During the break,
step away from what you are working on, whether it is
your computer, a pen and paper, etc.
Ninja Pro Tip: Download a Pomodoro app for
your phone to hold you accountable!

(many options available in the App Store or Google Play)

3. Practice the 3 B’s
Thanks to Martha Beck, you have options for those items on
your To-Do list.
B1 = Better It – Seek to add something to make the task
more fun, like finally writing the next chapter of your book,
but doing it outside on your patio.
B2 = Barter It – Seek help to accomplish that task by
either hiring someone or trading services with a friend.
B3 = Bag It – Just say ‘NO’ to that item on your list that
feels more like a drain, such as that party you don’t really
want to attend.
Ninja Pro Tip: Look at your To-Do list and 3-B it right now!

5. Plan Daily Goals the Night Before
Without a plan, the day can quickly get away from you. At
the end of the day, take 5-10 minutes to set your goals
and intentions for the following day.
The goals don’t have to life-altering, remember they should
be something you can accomplish the following day.
Instead of listing “Create new program”, you could list
“Write our program outline”.
Ninja Pro Tip: Be realistic with your time when planning
your day and pick only 3 things you must get done!
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2. Stay Out of Your Inbox
Being constantly in your inbox,
responding to emails as they come in,
takes mental energy. Free up that brain
space and check your email three
times per day - at the start of the day,
midday and end of the day.
I promise, your clients and team will be
okay, the sky will not fall. For
emergencies, make sure team members
and clients know how to reach you
outside of your inbox.
Ninja Pro Tip: Get Boomerang for your
email! (available for Gmail and Outlook) The
program allows you to pre-schedule
emails and set follow-up reminders.

4. Schedule Downtime
Like It's a
Client Appointment
You wouldn’t think about missing a client
session, right? So why not take the same
approach to your own downtime.
Intentional downtime is important to
refresh and re-energize. Start small and
plan for 15 minutes to read, get out in
nature, go for a run - whatever activity
allows you to mindfully relax.
Taking the time to step back, will get you
raring to go once you’re back at it.
Ninja Pro Tip: Make that calendar
appointment a daily occurrence!

I love to hear from you! Try a tip and report back on how it
helped you take back your time – lindsay@lindsaygomez.com

A Week / B Week Work Routine
On the following pages, use the scheduling templates to create your new business routine.
Here’s how:

A Week - Schedule all client work.
This week is for client work and client work alone, plus some light admin and email tasks. The focus should be primarily
on working directly with clients through 1:1 sessions, leading a group program, or hosting a webinar.

B Week - Schedule all non-client work.
This week includes non-client work, such as content creation, networking, guest post pitches, phone or video check-in
with your team. It is the time when you work on the behind the scene tasks that are no-less-important, but don’t directly
contribute to your revenue growth. Remember it this way, 'B' stands for Business Building.
It may take a few weeks to arrange your schedule so that all clients are booked every other week. Once you have it
there, hold yourself accountable to stick with it for at least two cycles. If you need an incentive, plan on a special reward
for you for testing and possibly adopting the new work routine.
And don’t forget to let your team know about the new routine. It will help them to know when you’ll be more actively
working on the business building projects and when they should be scheduling certain types of appointments.
Get stuck with the implementation? Email me at support@lindsaygomez.com and I’ll help you out.
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A Week / B Week Work Routine
A Week – Coaching and Client Work
Time

Sunday

Monday

Tuesday

Wednesday

Thursday

7:00 am
8:00 am
9:00 am
10:00 am
11:00 am
12:00 pm
1:00 pm
2:00 pm
3:00 pm
4:00 pm
5:00 pm
6:00 pm
7:00 pm
8:00 pm
9:00 pm
10:00 pm
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Friday

Saturday

A Week / B Week Work Routine
B Week – Non-Client Work, Business Building Activities
Time

Sunday

Monday

Tuesday

Wednesday

Thursday

7:00 am
8:00 am
9:00 am
10:00 am
11:00 am
12:00 pm
1:00 pm
2:00 pm
3:00 pm
4:00 pm
5:00 pm
6:00 pm
7:00 pm
8:00 pm
9:00 pm
10:00 pm
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Friday

Saturday

A Week / B Week Work Routine
Who is Lindsay?
I help established coaches and creative entrepreneurs who feel like there aren’t
enough hours in the day to reach their goals. They’re letting clients walk away
because their endless to-do list is overwhelming. I create a personalized,
actionable plan so they can build a streamlined, successful business that they
love.
But it wasn’t always like this…
Before branching out to do my management and consulting work, I spent over 10
years in the office products industry developing consumer products. It was the
desire to help people on a more personal level that ultimately led me from the
corporate world to my work with small businesses. To work 1:1 with people to
wrangle in their business schedule, systems, operations, and team, so that they
could focus solely on their gifts to the world and build a business and life that they love.
The planet is filled with amazing women entrepreneurs, full of inspiration, passion and resilience. They’ve gotten things
to work “well enough” in their business, but it isn’t totally clicking as they hoped. They’re working too hard for too little in
return. As in the corporate world, I can see these business blind spots (that’s my superpower) and put together an action
plan to building a successful business.
Today, I’ve built a business that I love. I’m using my innate skills in systems and management to build thriving
businesses with my clients.

My work matters, and so does yours.
For more tips, tools and strategies on how to build a successful, streamlined business that you love, visit LindsayGomez.com.
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