
F�ter Your Organ�ationa� Skill�
In the pages that follow, I have provided you with the resources that I personally use to keep myself
organized and moving in a forward direction.  Planning is key to the success of your day, your life
and especially your business - “when you fail to plan, you may as well plan to fail”.

There are several important factors to planning – one of the biggest, most important is Time
Management.  If you don’t and can’t manage your time, then you end up getting pulled into a
million different directions without ever accomplishing what you need to accomplish.

Every minute spent organizing, is an hour earned. - Benjamin Franklin

Here are my steps to managing my TIME:
1) Time Off - Each year when the school/religious calendars come out, I go through the ‘Calendar at a

Glance’ and block off all of the days that school is closed. These are days that I know I will either
need help or take the day off from working if I don’t have anything planned for my kids.  Even if
they are scheduled for a camp or class that day, it will not be a full productive day for me – which
makes it a great day to do busy work.

2) Family Time - I then go through the same calendar and block off any vacations or trips that I know
we want to take.   After I plug all of this in, I use it to block out time on my Google Calendar – which
conveniently syncs to my iPhone Calendar.  If you also use the online version, you can create
multiple calendars for yourself, your kids and your work and color code them.  Once that’s all in



there, then I get started on setting up ‘recurring events’ – such as Me Time - the time I go to the
gym/shower/meditate/yoga/read - whatever you do FOR YOU.

3) Me Time -  I am the type of person that can not function without some sort of exercise.  If I don’t
accomplish this first thing in the morning, then it doesn’t happen.  Plus, exercise increases your
endorphins, which gets your energy levels up, which helps to clear your head…. a perfect way to
start the day.  I make sure I am up and dressed before my kids, I eat when they eat and when they
leave the house for school, I leave for my workout. I block out 90 minutes – which includes my
shower time.  As soon as I am showered, I start my day – which is usually around 10am.
*This was written when my kids were a few years younger. I’ve made shifts in my schedule as

they’ve gotten older. For instance, I now get up at 5:30, workout from 6 am - 7 am, get home, have
breakfast with the kids and then they get to school. This has helped to get my work day started by
8:30 rather than 10 am.  It also enables me to help out with homework or driving them around to
activities after school.  The hours gained in the morning, I now have free in the afternoon.  You have
to figure out what works best for you and your family.

4) Client Time - If you’re a service based business and need to meet with clients, then I recommend
you block off time to do that.  Depending on the type of energy level you need to have for meeting
face to face with clients, I suggest you do it at a time when you have the most energy.  For me,
that’s 10am – 1pm.  I also leave time in my schedule that’s ‘unblocked’ – for the things that just come
up.  Things will always come up.

5) Productive Time -  This is the time when you are most productive and most focused so you can
work on the things that need your brain-power.  Not the mundane tasks but the IMPORTANT tasks.
You can do the busy work when you ‘find the time’, not when you ‘have the time’.   I also refer to this
as Important vs. Urgent.  Urgent doesn’t require brainpower…. But Important does.

6) Task Time – I’m a night person so although I stop my day for an hour or two when my kids get
home, I restart my day when they get to bed.  I use the late hours to crank through the things that
don’t require me to be in contact with people – although I also find it a great time to return emails
and write my ‘To-Do List’ for the next day.  Speaking of To-Do lists….



Organizing It ALL:
I have a few great solutions for this as well.  Some people like to use the ‘Stickies’ app or ‘Notes’
app on the mac.  I prefer Notes.  I keep it open all day long in the background of my computer
and constantly add to it.  I make sure that I categorize as much as possible and prioritize the
important tasks.  If you’re technical, you can also add tasks into your Google Calendar.

Use the Monthly Calendar below to give yourself a birds eye view of the month.  Hang it on your
wall in front of your workstation as a reminder of what’s going on.  Use the Weekly below (or
Google Calendar) to drill down on the day to day and block your time.  If you’re like me and you
like writing things down, check out the Favorites page on my website for my favorite planners
that I also use to stay organized.

Good Luck!!!

If you need more information or would like to set up a 1on1
Fostering session, please email me at Hayley@fostering101.com.



Below is a snapshot of what a time-blocked out schedule might look like.

*Ignore Labor Day – this is just an example of a typical blocked week.  Meetings/Events were inserted for
planning/idea purposes only.



Monthl� Calendar
“The things you are passionate about are not random, they are your calling”

#Motivation
Monday Tuesday

#WantIt
Wednesday Thursday

#FosterIt
Friday Saturday Sunday

Weekly
Wins

Biggest Win for the Month:

Monthly PERSONAL Goals Monthly BUSINESS Goals

Things you NEED to reach your goals: Things TO DO to get you there:

Accountability
Check-In

Biggest Win:

Roadblock:

Do differently:



New Leads:

Weekl� Calendar
“If you want something you’ve never had, then you’ve got to do something you’ve never done.”
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