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A Little About Me, For You
My Mission is to help women grow their small businesses in order to 
live the life that they envision. Whatever success means to you! 

When I started my business 11 years ago I sat by the ocean and wrote 
a vision for what I wanted my life to look like. I then figured out the 
criteria of what I wanted my business to look like and how that would 
fit within my life vision. My measure of success was to earn six figures 
and take 12 weeks off a year. After just a few years I reached my goal 
and have never looked back.

I work with clients to help them identify the marketing and sales strat-
egies and tactics that fit them: their lifestyles, strengths, and passions. 
You can identify great sales and marketing ideas until the cows come 
home but if you don’t implement them it’s just a waste of time. The 
most important part of the process is getting not just stuff done, but 
the important stuff!!!

My hope is that this ebook will challenge the way you think about 
what you’re currently doing. Are you spending time with “busy work,” 
or are you going to spend time doing the activities that will move you 
and your business forward?

Think it

P lan it

Do it
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4 Criticle Factors of
 Time Management

FOCUS

ENERGY

TOOLS

TIME
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FOCUS Focus:
What do you need to accomplish?

The key to creating the right business for you is FOCUS!

5 questions to ask yourself:
• Who are you?

• What do you offer?

• Who do you want to work with?

• How do you plan on reaching them?

• How will you deliver your products and services?

Hot Tip
Spend your time and energy on the tasks and 
activities that contribute to your big goals and 

objectives to see results.
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Focus:
Know your WHY.

Knowing your why is essential to any goal. Your motivation 
will last much longer than your enthusiasm when you can 
always go back to WHY you want this, or want to do this. 
It is the driving force behind getting shit done even when 
you don’t feel like it.

What is your why?

What are your goals?

Hot Tip
Once you’ve established what your goals are, then 
you identify EVERYTHING that needs to be done to 

reach them. Start with a big one-year plan, then 
break it down to monthly, then weekly, then daily.

FOCUS
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Time:
How will you be the best 
you every day?

TIME

I use the term “time management” because people 
understand what the term means and can relate easily. 
However, I don’t agree with the term. We have 60 minutes 
in an hour and 24 hours in a day and we can’t change 
that… it is what it is. What we CAN manage is what we put 
into that time: the tasks and activity we choose.

Tips For Managing What 
To Do With Your Time

Schedule everything that matters, both for work and 
personal

Create routine with your time so you don’t need to 
waste time making decisions

Ask yourself every day: “What do I need to do today to 
be the best me?”

Start your day with meditation, affirmations, prayer, 
journaling and/or reading something that’s good for 
your mind and soul. Try to allow 30-40 minutes for this, 
but if all you have is 10, then do what you can.

• 

• 

• 

• 

5
©newlifebusinesssolutions



Time:
schedule to feed the soul.

TIME

Scheduling things that feed your soul, bring you joy and
make you healthy are not luxuries. You can’t separate YOU 
from your business. If you’re not the best you can be every 
day, then you’re not being your optimal self as a business 
person, you’re not as productive, and your thinking is not 
as creative, inspired or innovative. And you’re simply not 
as great to be around. Ask yourself...” What is the result or 
return I’m getting from what I’m doing? Am I investing my 
time or am I just spending it?”

What are those things for you?
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Time:
Learn to say “No.”

TIME

Learning to say NO is a powerful skill. Saying NO frees up
the time to choose things you want to say YES to. For 
everything you get, there’s something you have to give up 
and that’s especially true of time. Most people aren’t 
afraid of actually saying no, they’re afraid of not being 
liked, in other words “the disease to please.” Saying no 
without explaining yourself may be difficult at first but is 
ultimately freeing.

Some Responses to Try:
"I'm sorry, but it's just not possible

for me to do that"

"I'll have to decline,
but thank you anyway."

“That sounds like a great cause. 
I can’t help right now but would love 

to contribute financially.”
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Time:
Create a “YES” list.

TIME

Create a “YES” list
What are the yes's you want to make room for in your life?

Create a "NO" List
What can you say no to? What is not serving you?
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Time:
Set Your Personal Boundaries

TIME

I’m a recovering workaholic, so I have really firm personal 
boundaries in place.

Here Are Some of Mine:
I won’t attend events or meet with 
clients when that means I have to 
waste time in traffic.
I won’t give up a day of boating for 
anything work-related – EVER!!!!!
I won’t work with people I don’t like. 
It’s much too draining in every way!
I schedule my vacation time FIRST 
and work everything around that. I 
protect my personal time like a 
mama bear!

Create Your Own List!

• 

• 

• 

• 
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Energy:
How will you take care of #1?ENERGY

Managing energy is the least likely critical factor to be 
given the importance it needs. Most people are on a 
treadmill of Do, Do, Do, Do, Do, of busy work, and don’t 
consider how not taking the time to manage their mind, 
body, emotions and soul is affecting them. 

How you spend your time daily has a major effect on your
results and sanity. Taking care of yourself is not a luxury – 
it’s a necessity if you want to enjoy this journey we call life. 

A week or two of vacation time a year does NOT provide 
what you need in order to be healthy, happy, creative and 
inspired on an ongoing basis. In the Critical Factor 2-Time 
section we talked about scheduling and protecting time 
on a daily basis to do things that make you the best you. 

My hope is that you’ve taken the time to complete the 
worksheet of what those activities are for you.

Exercise: What type of exercise would you like to fit in 
and when?

Sleep: How can you get 8 hours? What needs to 
change? What can you release?
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Energy:
Other areas to consider:ENERGY

Giving Back: What cause moves you? How can you 
contribute to it?

Time Spent:  Where's your time spent, and with who? 
Is it positive, uplifting and does it serve you?

Reading/Listening/Viewing
What are you allowing into your head? Is it helping you 
grow? Does it make you feel good?

Gratitude: List 3 things you’re grateful for today. Then 
go buy a pretty journal and start ending your day listing 3 
things you’re grateful for from that day. I guarantee a 
much better sleep!
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Tools:
What tools do you need to 
support your goals?

TOOLS

You can cut up to 10 hours from your work week by 
implementing some of the strategies above, along with 
time-saving tools to take on some of your work load. 
Developing processes, systems and tools to systemize 
and automate tasks and work flow can mean the 
difference between being broke and in chaos, or sane and
financially secure.

The following list represents a small fraction of tools that 
are available. You will need to identify your criteria for 
each area and then research which is the best fit for you.

Email:
Check emails at scheduled times only and stick to it!
Don’t check emails first thing in the morning unless you
need to confirm things for the day.
Have different email addresses for different reasons. 
One for work, one for personal, one for newsletter 
signups, etc. 
Turn off and tune out. Stop checking your emails at 
night and on the weekend, unless you’re the type of 
business that has to do that (even if you think you are, 
ask yourself again…am I really????). Give that focused 
time back to yourself or someone you love.

• 

• 

• 
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Tools:
What tools do you need to 
support your goals?

TOOLS

Phone:
For many people this has become an addiction, a near
addiction, or an obsession. At the very least our phone 
can cause some nasty negative effects in our lives when 
we don’t manage it like any other tool.

Affects our ability to focus
Influences how we’re interacting, or not, when we’re 
with other people
Overstimulates us by messages coming at us ALL the 
time
Interferes with our ability to be in silence, think and be 
creative
Distracts us from important tasks
Weakens our interpersonal skills
Affects our productivity

Check out this short explanation by Simon Sinek.. 
enlightening! www.youtube.com/watch?v=sL8AsaEJDdo

Computer:
Having the right technology set up for your specific 
needs is a must, and that includes the right computer.
Having a go-to tech person is just as essential. This is 
not an area in which to skimp. Having access to 
everything when you need it saves you time, effort and 
frustration.

• 
• 

• 

• 

• 
• 
• 

• 

• 
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Tools:
What tools do you need to 
support your goals?

TOOLS

Processes & Automated Systems:
Take the time to document the processes in your business. 
How do you get leads? What steps happen when you get 
a lead? What happens when you start doing business with 
a client? What are the steps you take a client through? 
How do you follow up afterwards?

Basic Processes Include
What do you do with your community/potential clients 
BEFORE you do business with them? (Marketing, 
awareness, social media, client touches, interaction, 
sales processes etc)

What happens once they become a client?

What happens after they’ve been a client?

By documenting all these processes you can set up 
systems to take care of some of the repetitive steps that 
don’t necessarily need a human touch. Check out my 
ultimate tech guide to identify some of the software 
available in all different areas that can help you implement 
automation and client touches.
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Tools:
What tools do you need to 
support your goals?

TOOLS

Your Team:
A great team is essential to all success – especially the 
success of a “solopreneur” or small business owner. 
Based on very focused objectives my decision to not have 
employees doesn’t diminish the need for additional 
resources. I work with an amazing team of professionals 
that serve a variety of purposes. I focus on what I’m good 
at to generate revenue and outsource everything else. 
Each person only has so much capacity – why not use that 
time to make money doing what you love, and delegate 
the things that can be done by someone else?

Who Do You Need On Your Team?
Financial folks… banker, accountant, bookkeeper, 
financial advisor
Techy people… IT repair, IT teacher, help installing 
and maintaining software etc.
Business Coach and/or consultant
Mastermind Group - team include colleagues that 
assist, inspire and motivate you to think and reach 
beyond your comfort zone to create YOUR ideal life
Virtual Assistant

• 

• 

• 
• 

• 

Hot Tip Make a list of what you’re 
not the best at and then 
find someone to do that.
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Tools:
What tools do you need to 
support your goals?

Customer Relationship Management (CRM)
or Point of Sale System (POS):

I guarantee, guarantee, guarantee, guarantee that if you 
implement and use a CRM and/or POS system that it’s an 
investment that will make you money, save you time, and 
free up head space. Even if you’re a business to consumer 
business and use a POS system, as a business owner you 
will still benefit from a CRM system. It will help you 
manage relationships with your business associates, 
referrers, colleagues, and suppliers.

The information that you will gather from a POS, and the 
information that you enter and manage in a CRM is a 
goldmine when used appropriately. This really could be 
an e-book all its own. Do yourself a favour and research 
the benefits of both if you’re not using these tools, and if 
you are, take the time to learn how they can change your 
business and make you money!!!! 

TOOLS
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Food For Thought
After this short foray into the four critical factors of time 
management I do hope that you adopt any of the 
suggestions that you feel would make a difference in your
business and in your life. It’s been my experience that 
even with good intentions, the key to success in getting 
shit done is having a system of accountability that you 
commit to and are consistent.

That Could Be:
An accountability partner
A Board of Directors
A Mastermind Group
A Business Coach

Implementation Is Everything!
Nothing else matters if you're not getting it done!! If you’d 
like more information on how to adopt any of these 
accountability solutions, or anything else in this ebook, 
connect with me directly and I’d be happy to help. And be 
sure to follow me on social media for ongoing tips, tools 
and techniques for getting shit done!

Visit thinkitplanitdoit.com to sign up for my newsletter 
and connect with me on social media! Or reach out 
directly by phone or email: 

902-209-1315  |  debi@thinkitplanitdoit.com

facebook.com/newlifebiz

twitter.com/newlifebiz

linkedin.com/in/debihartlenmacdonald
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Let's bring it
          al l together!

Think it

P lan it

Do it

www.thinkitplanitdoit.com

http://www.thinkitplanitdoit.com

