


















Step 1:  

Reclaim Control of 
Your Calendar



thought

action

feeling

result

circumstance

More likely to plan your daily / weekly
calendar; less likely to cede control
of your calendar to others 

Create the experience of being in
control of your time

My time / calendar

Confident 

“I’m in control of my time /
calendar”



 “My default is to NOT reshuffle my plan
for the day” 
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“Interruptions are optional”1

Time Management Thoughts to
Practice

“I don't need to drop what I'm
doing - this request can wait”2

"My planned work blocks are as important as
client meetings - and I protect them the same
way"
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Step 2:  

Plan Your Calendar







Step 3:  

Follow Through on 
Your Plan



Bringing It
All

Together

Open calendar for today + billing software

Plan you day + make sure realistic

Don’t reshuffle without cause

Capture time as you go

Billable hour re-check

3-Step Self-Evaluation
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