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     Use this workbook with the create your tasks calendar template workshop. 
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Welcome! In this workbook we’ll be creating a monthly template so you know all your essential work is 

getting done every week or month as applicable.  

It may seem weird to create a template for your work, but the truth is making decisions uses up our 

energy, and having to figure out every day what to do on your to do list is a waste of your precious 

time & energy.  

By creating a template, and scheduling in your priorities, you’ll save yourself that time and energy, and 

give you piece of mind that you’re getting done the really important things in your massage practice.   

Step 1: What are your working hours?  
The first step is to outline your appointment hours, your admin hours, and your off hours. If you’ve 

done the ‘create your working hours’ training this will be quick for you.  

 

Why do you need this? Because you can’t rely on slow times to get all your admin done – slow times 

should be bonus marketing time for you. Your essentials need to be scheduled in.  

 

Appointment Hours: 
Write down how many hours you’re available for appointments, and your max capacity: 

 

 

 

 

 

What are your admin hours? 

Write down how many hours per week you have to do admin and when they would be: 

 

 

 

 

What are your rest days/days off?  

When aren’t you working?  
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Step 2: What are your regular tasks?  

Brainstorm all your weekly and monthly tasks (put in the appropriate box). I’ve made a list of some 

suggestions that may spark your memory if you feel stuck.  

Weekly: 

 

 

  

  
 

 

 

 

Monthly: 

 

 

 

 

 

 

 

 

Ideas of regular tasks:  

Set up month of comms 

Newsletter 

Blog posts 

Social media 

Month review 

Weekly finance check 

Notes for clients 

Checking emails 

In person marketing 

MMM training 

Website check/update 

Ordering supplies 

Connecting w/community 

Building partnerships 

Tracking KPI’s 

Client follow ups 

Laundry 
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Step 3: When are you at your best? 

If you know what times of the day, or week, or month is best for which activity. You may prefer doing 

focused work in the morning, or in the evening. You may find you can get nothing done after 

appointments, or that appointments energise you and make you want to work on your practice.  

Activity Time of day/week/month 

  

  

  

  

  

  

  

  

  

  

  

  

 

Step 4: Create Your Schedule 

Use the calendar template to assign days/times to the various activities.  

This can be flexible.  

You could start with just the monthly ones and fit in the weekly ones as you go.  

You could schedule all of them and reassess after a month. 

If you use an online calendar, like google or outlook, schedule them as reoccurring appointments – as 

much as you feel comfortable.  

It’s better to start with a few key things you want to do every week or month, and leave the rest open, 

and build on that, than to overschedule in a way that’s not sustainable.  

Remember to include things that you enjoy doing in your business.  
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What Next? 
 
Congratulations! You’ve started a template 
 
What’s next?  
 
I have three recommendations for you:  
 
1. Start light and build 
 
Only schedule as much as is comfortable for you. It’s better to start with a few key things and then build 

on them.  

Start with an amount of items that gives you structure but doesn’t feel overwhelming. 

 
2. You are allowed to be flexible 
 
I love using online calendars because you can move blocks easily if other things come up.  

Stick with your schedule as much as you can, to get into the habit of doing things, but at the end of the 

day, your life is your life. It’s okay to switch it up from time to time.  

3. Review on it on a regular basis 
 

The most important part of this is that it works for you. During your month review is a good time, to 

think about what you’re doing monthly and weekly and adjust as needed.  

You may find you thought you’d love to write first thing each week for a couple hours, and find out that 

actually you want to spend Monday morning planning your week. You don’t know until you try! 

 

Happy Planning! 😊    
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