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How I Schedule My Days 
Being meticulous and strategic about how I schedule my time (and what I spend my time doing!) 
is absolutely essential when it comes to being able to effectively grow my business in the least 
amount of time while also maintaining a life (and my sanity!) This cheat sheet breaks down, in 
the simplest way possible, exactly how I plan and schedule my days for maximum productivity. 

STEP 1: CREATE MY 90 DAY PLAN (EVERY QUARTER) 

My entire schedule, including what I do on a daily basis, all revolves around my 90 day plan. This 
90 day plan is something that I sit down and create at the beginning of each quarter! 

My 90 day plan is created in 1 day and includes … 

• Picking out 1 - 3 main goals / projects for the entire quarter 
• Setting a couple of specific measurable growth bench marks 
• Breaking each main goal / project down into actionable steps that I schedule in my planner 

STEP 2: PLAN MY CONTENT FOR THE ENTIRE MONTH (EVERY MONTH) 

At the end of each month, I spend 2 days planning out all of my content for the following month. 
Because of my 90 day plan, I already know what I want to focus on for each particular month, so 
I keep all of the content that I’m planning in line with what I want to focus on. 

I take 2 days at the end of each month to plan content for the FOLLOWING month … 

• Plan out any blog posts for the next month (I’m not actually writing them, I’m just choosing 
the particular topics that I will write about and choosing what day(s) I will write/post them on.) 

• Plan out the topics of any Facebook lives (and on what days I’ll do them!) 
• Plan out what emails I’ll send to my list (and when!) 
• Schedule ALL of my social media posts for the month using Smarter Queue 

STEP 3: PLAN MY WEEK (EVERY WEEK) 

At the end of every week (usually on Friday), I’ll sit down and plan the following week in detail. At 
this point I already know the main focus because of my 90 day plan and the main content that I 
need to create, so I’ll schedule out all of the specific action steps that I need to take in order to 
create that content and do anything else, including on what days / times. 
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How I Schedule My Days 
My planning for the following week includes … 

• Writing down all of the small, specific action steps that I need to complete (and when!)  
• Scheduling certain types of tasks for particular days each week (for example, all content 

creation related tasks on Mondays when my brain is the most fresh and all administrative 
tasks on Fridays when my brain is feeling the least fresh!) 

• Time blocking for each day (for example, anything that requires lots of creativity / focus is 
scheduled during the first half of the day, and anything that sucks my energy or can be done 
with minimal brain power is scheduled during the second half of the day!) 

STEP 4: PLAN & PRIORITIZE EACH DAY (EVERY DAY) 

The last thing that I do at the end of every work day is to review, prioritize and plan the following 
day’s schedule. While I already planned my week the Friday before (step 3), taking a moment to 
review my game plan for the following day gives me peace of mind and it also allows my brain to 
relax! Plus I can make any last minute adjustments that might be needed. 

At the end of every work day I review tomorrow’s schedule and … 

• Carry over / re-schedule any tasks that I might not have finished that day 
• Make sure to prioritize what is the MOST important task for tomorrow 
• Make sure I know exactly what I’ll work on first (should be the MOST important task!) 
• Add any particular last minute tasks that might’ve popped up 
• I acknowledge how much butt I kicked that day 
• I give my brain permission to rest because I know exactly what I need to do tomorrow 

STEP 5: KILL DISTRACTIONS (EVERY DAY) 

Nothing kills productivity and focus faster than getting distracted. Because I highly value my 
time, I am utterly RUTHLESS about killing distractions! This means doing things like …  keeping 
my phone on silent and out of reach during work hours, not leaving tabs on my computer open 
(to things like Facebook), only checking social media during a scheduled time, not checking 
email throughout the day, turning all email notifications (including on my phone), off and trying to 
work in an environment where I’ll have as few distractions as possible. 
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JUST INCASE YOU HAVE NO IDEA WHO I AM … 

I’m Allison from over at wonderlass.com! I’m completely obsessed with helping creative 
entrepreneurs start and grow profitable online businesses by teaching them in a way that’s both 
simple and fun so that they can have more fulfillment and freedom in their lives! 

(And so that they can LOVE their jobs, too.) 

All of my content is dedicated to helping you start, launch and grow your online business in the 
most simple way possible! I give you a detailed behind-the-scenes look at my own experience of 
being a full-time creative entrepreneur for the past 8+ years with tips, resources and tutorials to 
help you stand out and make a living doing something that you adore. 

I’m a firm believer that you don’t need to spend a bazillion dollars on going to a fancy business 
school in order to run a successful business. I also believe that you can (and should) be yourself, 
embrace your quirks and hone in on your unique talents and strengths so that you can give the 
world something totally unique while also adding some cash to your wallet! 

Ready to create an online business that you love? I’m the crazy, colorful sidekick that’s gonna 
help you make that happen.  

Let’s do it! 

xoxo  

Allison 

About Allison … 

http://wonderlass.com
http://wonderlass.com
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COPYRIGHT & PERMISSIONS 
……………………………………………………………………………….. 

Copyright © 2017 by Allison Marshall. All rights reserved. 

You are welcome to print a copy of this cheat sheet for your personal use, but other than that, no 
part of this publication may be reproduced, stored or transmitted in any form or by any means, 
electronic, mechanical, photocopying, recording, scanning, or otherwise, except as permitted 

under Section 107 or 108 of the 1976 United States Copyright Act, without the  
prior written permission of the author.  

Requests to the author and publisher for permission should be addressed to the following email: 
allison@wonderlass.com 

Limit of liability/disclaimer of warranty:  

While the publisher and author have used their best efforts in preparing this awesome cheat 
sheet, they make no representations or warranties with respect to the accuracy or completeness 

of the contents of this document and specifically disclaim any implied warranties of 
merchantability or fitness for particular purpose. No warranty may be created or extended by 

sales representatives, promoters or written sales materials. 

The advice and strategies contained herein may not be suitable for your situation. You should 
consult with a professional where appropriate. Neither the publisher nor author shall be liable for 

any loss of profit or any other commercial damages, including but not limited to special, 
incidental, consequential, or other damages. 


