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Copyright Notice 
 
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 

excerpts in a review. 

This material is to provide general information only.  Neither the author nor the 

publisher gives any legal or other professional advice.  If you need expert advice, you 

should seek advice from the appropriate licensed professional.  This material does not 

provide complete information on the subject matter covered.  This material is not to 

address specific requirements, either for an individual or an organization.   

This material is 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 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. A result of this disclaims all liability, including without limitation, 

liability for consequential damages regarding any claim, loss, or damage that may be 

incurred, or alleged to have committed, directly or indirectly, arising out of the 

information provided in this material.  
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Copy and paste these actions on your calendar so you don’t miss any steps. 

 

Week 1 

Monday 

Reserve blocks of time for planning your weekly/monthly content. 

Notice time-wasting activities and use that time for content creation or 

planning. 

Start a brainstorming list of topic ideas. 

 

 

 

 

 

Tuesday 

Schedule additional blocks of time on your calendar each week to create 

your content. 

Select your best, favorite content format and create multiple elements 

during these time blocks. 

Blog Post 
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Videos 

 

 

 

Infographics 

 

 

 

Interviews 

 

 

 

Other 

 

 

 

Wednesday 

Determine how you can free up your time to create content. 

 Hire a VA 

 Hire a Help Desk 

 Hire a Ghostwriter 

 Prioritize your business work 

first 

 Commit to content distribution 
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Pay attention to negative self-talk you say to yourself and transform it into a 

positive statement. 

 

 

 

Review your target market demographics. 

Are there any changes? 

 

 

Do they have different problems? 

 

 

Thursday 

Conduct a social media audit on all of your platforms. 

 

 

 

 

Audit competitor’s social media accounts for research. 
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Identify your content buckets or lists with corresponding topics. 

 

 

 

 

Determine publishing dates. 

Blog 

 

 

 

Each social platform 

 

 

 

 

 

 

 

Your email list 
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Friday 

Review your week. 

Complete any tasks not done. If needed, schedule them on your calendar for 

next week. 

 

Week 2 

Monday 

Reserve blocks of time on your calendar for blocks of time for planning and 

creating your weekly/monthly content. 

Research which social media platforms your ideal client is using. 

 

 

 

 

 

Compare other platform demographics to determine if it’s worthy of your 

time and effort to add a new social platform to your mix. 
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Tuesday 

Brainstorm how you can repurpose your existing content into a new format. 

 

 

 

 

 

 

Research third-party social media scheduling platforms. 

CoSchedule 

 

 

 

 

 

Sprout Social 
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Hootsuite 

 

 

 

 

Meet Edgar 

 

 

 

 

Loomly 

 

 

 

 

Other schedulers you are interested in 

 

 

 

 

 

 

http://nams.ws/trial


 

 

NAMS, Inc.  MyNAMS Insiders Club 

Page 10 

PLAN AND CREATE YOUR ULTIMATE CONTENT CALENDAR 

Determine how often you will post to your blog and each social network. 

 

 

 

 

Determine what time of day you will post 

 

 

 

 

Pay attention to your audience’s online activity to make the best choice for 

your business and ideal clients. Remember the different time zones. 

 

Wednesday 

Select the type of calendar that will work best for you: 

 Paper/Planner 

 Whiteboard 

 Digital options 

 

How often will you plan and create your content? 

 

 

How far in advance will you plan content?  
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Thursday 

Set your goals for content planning days. Identify the purpose for each piece 

of content you create and publish. 

 

 

 

 

Review the 80/20 rule.  

 

 

 

Review and brainstorm a variety of types of content you have or want to 

create. 

Educational 

 

 

 

 

Inspirational 
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Entertaining 

 

 

 

 

Promotional 

 

 

 

 

Color-code the types of content on your calendar to create a good mix. 

 

Friday 

Review your week. 

Complete any tasks not done. If needed, schedule them on your calendar for 

next week. 

Do you need to adjust the amount of time you need to dedicate to your 

content? If so, make those changes. 
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Week 3 

Monday 

Reserve blocks of time for planning and creating your weekly/monthly 

content. 

Establish a pattern or schedule for posting. 

For example, inspirational posts on Mondays to begin the week in a positive 

way. 

What type of content will you publish each day. 

Monday 

 

 

Tuesday 

 

 

Wednesday 

 

 

Thursday 

 

 

Friday 
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Will you post anything on the weekend? If so, what type of content for each 

day? 

Saturday 

 

 

Sunday 

 

 

Blend your promotional content in between other evergreen posts. 

 

Tuesday 

Create a process for every type of content you create. 

Develop templates for easy formatting. 

Draft ideas below. 

 

 

 

 

 

Research a variety social media tools to make posting and engaging easier. 
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Keep your research notes handy about the best time of day to post as well 

as hashtag lists & keywords. 

Add hashtags and/or keywords to your templates. 

 

Wednesday 

Adapt the process for other content formats. Draft templates for each: 

Blog Posts 

 

 

 

Videos 

 

 

 

Infographics 

 

 

 

Podcasts 
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Draft documentations for all of your processes in your Standard Operating 

Procedures (SOP) manual. 

If you don’t have an SOP, begin today to create one. 

Hire a VA to assist in documenting your processes and assemble your SOP. 

 

Thursday 

Brainstorm topic ideas for new content. Do they fit your content 

buckets/lists? 

 

 

 

 

 

 

 

Friday 

Review your week. 

Complete any tasks not done. If needed, schedule them on your calendar for 

next week. 

Do you need to adjust the amount of time you need to dedicate to your 

content? If so, make those changes. 
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Week 4 

Monday 

Block off time for planning and creating your weekly/monthly. 

Brainstorm and find inspirational content. 

 

 

 

 

 

 

 

 

 

 

 

Who inspires you? Why? 
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Tuesday 

Shift your content to add a place for your inspirational content. 

Create an inspirational piece of content. 

 

 

 

 

 

 

 

 

 

Brainstorm for other content ideas. 
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Wednesday 

Brainstorm ways to repurpose your existing content. Consider creating a 

different format, such as a blog post into a video. List your content and what 

you will use it for. 
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Thursday 

Find curated content from people that inspire you. 
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Friday 

Review your week. 

Complete any tasks not done. If needed, schedule them on your calendar for 

next week. 

Do you need to adjust the amount of time you need to dedicate to your 

content? If so, make those changes on your calendar. 

Review next week and make adjustments, if needed. 

Declutter and update your office, hardware, equipment. 

Unplug for the weekend – you earned it! 
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