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Copyright © NAMS, Inc.  All rights reserved worldwide. 

 
No part of this material may be used, reproduced, distributed or transmitted in any 

form and by any means whatsoever, including without limitation photocopying, 
recording or other electronic or mechanical methods or by any information storage and 

retrieval system, without the prior written permission from the author, except for brief 
excepts in a review. 

 
This book is intended to provide general information on video marketing. only.  Neither 
the author nor publisher provide any legal or other professional advice.  If you need 
professional advice, you should seek advice from the appropriate licensed professional.  
This book does not provide complete information on the subject matter covered.  This 
book is not intended to address specific requirements, either for an individual or an 
organization.  This book is intended to be used only as a general guide, and not as a sole 
source of information on the subject matter.   

 

While the author has undertaken diligent efforts to ensure accuracy, there is no 
guarantee of accuracy or of no errors, omissions or typographical errors.  Any slights of 

people or organizations are unintentional.  Any reference to any person or organization 
whether living or dead is purely coincidental.  The author and publisher shall  have no 
liability or responsibility to any person or entity and hereby disclaim all liability, 
including without limitation, liability for consequential damages regarding any claim, 
loss or damage that may be incurred, or alleged to have been incurred, directly or 
indirectly, arising out of the information provided in this book.  
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Use this worksheet to determine your time traps and develop a plan to eliminate them 

from your life.  
 

Steps to take Actions 

1. Track your time every day: 

 

 Morning __________________ 

___________________________ 

___________________________ 

___________________________ 

___________________________ 

___________________________ 

 

 Afternoon __________________ 

___________________________ 

___________________________ 

___________________________ 

___________________________ 

___________________________ 

 

 Evening ____________________ 

___________________________ 

___________________________ 

___________________________ 

___________________________ 

___________________________ 

 

 

 

 

Answer these questions: 

 Which tasks are my personal time 
traps?  

_____________________________ 

_____________________________ 

_____________________________ 

 

 Which tasks do I routinely 
procrastinate doing? 

_____________________________ 

_____________________________ 

_____________________________ 

 

 Which tasks are not comfortably 
within my area of expertise? 

_____________________________ 

_____________________________ 

_____________________________ 

 

 

 

http://nams.ws/mnic


Freedom & Flexibility: Checklist To Implement Your Strategy And Stay Focused On Your Priorities! 

© NAMS, Inc.   

MyNAMS.com    

4 

  

http://nams.ws/mnic


Freedom & Flexibility: Checklist To Implement Your Strategy And Stay Focused On Your Priorities! 

© NAMS, Inc.   

MyNAMS.com    

5 

Steps to take Actions 

2. Look for tasks that can be completed with copy 

and paste templates. 

 Client correspondence   _______________ 

___________________________________ 

___________________________________ 

 

 Frequently asked questions ____________ 

___________________________________ 

___________________________________ 

 

  Billing and payment issues 

___________________________________ 

___________________________________ 

___________________________________ 

 

3. Identify ways to systematize your tasks. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Create templates your team can use 
for: 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

 

 Build a help desk with an FAQ page 
and canned responses: 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________ 
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Steps to take Actions 

4. Make a list of your tech trouble areas. 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

 

5. Calculate the value of your time.  

 

6. Research potential assistants. 
 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

 

 

 

 

 

 

 

 Determine the rate you can afford to 
pay an assistant. 

 

 Interview at least three tech support 
VAs to help you on an as-needed 
basis. 
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Steps to take Actions 

7. Create a calendar (and build the habit of using 

it). 
 

8. Review every potential learning opportunity 
with these questions in mind: 

a. Do I need this right now? 

b. Will it help me make more money? 

c. Will it help me reach more people? 

d. Will I use it in my business within the 

next month? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Determine how much time you have 
to devote to education. 

 

 Note the times you can safely 
multitask. 
 

 List your top learning objectives. 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________ 

____________________________ 
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Steps to take Actions 

9. Determine what your market wants and needs. 

 Listen on social media 

 Review your blog comments 

 Review your support tickets 

 Conduct a survey 

 Check out your competition 
 

10. Determine: 

 Length 

 Format 

 Price 
 

11. Develop your program using: 

 Repurposed content 

 Crowd sourced content 

 Outsourced content 

 Rebranded content 

 

 
 

 
 
 
 
 
 
 
 
 
 

 
 

 Identify your market’s biggest pain 
point 
 

 Review your survey for language use 
 

 Schedule time in your calendar to 
work on your program 
 

 Outsource formatting and editing 
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