
 



MAKING BUSINESS STRESS FREE CALENDAR 

 

NAMS, Inc.  MyNAMS Insiders Club 

Page 1 

 

http://nams.ws/trial
http://nams.ws/trial


MAKING BUSINESS STRESS FREE CALENDAR 

 

NAMS, Inc.  MyNAMS Insiders Club 

Page 2 

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 

excepts in a review. 

This material is intended to provide general information 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 

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

material is not intended to address specific requirements, either for an individual or an 

organization.   

This material 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 material.  
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Week 1 

Monday 

Refer to your Workbook and take the steps you noted as possible to create 

your ideal day and week. 

 

Tuesday 

Explore other forms of reframing the negative and less effective responses. 

o Register for a course 

o Schedule a session 
o Read a how-to book 

 

Wednesday 

Review your potential solutions that you discovered in your Workbook 

exercises. 

Put them into action. 

 

Thursday 

Refer to your Workbook and install the time tracking app. 

Learn how to use it and begin tracking your time. 

 

Friday 

Put your new boundaries in writing. 

Take steps to inform clients of any policy changes; notify them verbally as 

well during the next session. 
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Review your progress this week. You need to put action steps left on your 

calendar for the next week. 

 

Week 2 

Monday 

Install your scheduling system you selected. 

Read instructions if using an app. 

Begin scheduling your time – personal and business. 

Begin by scheduling a weekly, Thursday review. 

Record any deadlines in your schedule. 

 

Tuesday 

If you have found any apps to help minimize distractions (for example, 

RescueTime, Strictly Workflow, etc.) 

Learn how to set up and use your chosen app. 

Schedule actions you need to take to minimize distractions. 

 

Wednesday 

Take the actions you worked out in your Workbook to correct balance in your 

work and personal life. 

Schedule personal time as well as work tasks and responsibilities. 
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Thursday 

Review your list of changes and actions needed. Add positive steps in your 

personal and business life. 

Work on being present in the moment; schedule breaks in your schedule. 

Do your Thursday Review. 

 

Friday 

Review the week. Assess the changes you have made so far. Have you 

noticed any difference? In your stress levels? In your interactions with 

clients. 

Check the results from this weeks’ time tracking and compare this against 

the schedule you made. 

Identify what you accomplished: celebrate those little ‘wins’. 

Identify what did not get done. 

Determine how you need to adjust your schedule more realistically next 

week – or change certain actions. 

Schedule next week. 

 

Week 3 

Monday 

Create scripts for the situations where you have to reveal a change to 

practice saying ‘no’. 

Follow up on anything from that last week that is incomplete and finish 

them. 
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Determine on a trial project for your upcoming outsourcing. 

 

Tuesday 

Begin adjusting the way you use your time and calendar to provide more 

personal time. 

Plan technology-free day per week and schedule fun and new activities. 

 

Wednesday 

Research potential outsourcing opportunities. 

Confirm testimonials and references. 

Plan your interview in advance.  

Here are some questions you may ask: 

o “How can you help me? What can you take off my hands?” 
o “What is your preferred method of communication?” 
o “What is your turn-around time?” 

 

Thursday 

Perform your Thursday Review 

Interview freelancers who are free for an interview today. 

 

Friday 

Review your week. What do you still need to complete? Plan to do it next 

week. Continue interviews with freelance contractors. 
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Week 4 

Monday 

Review the results of your time tracking app: 

 How do they compare to your schedule? 

 How were the discrepancies compared to last week’s results? 

Adjust your schedule as needed. Make a commitment to take stronger action 

on the things you find difficult. 

 

Tuesday 

Set up an autoresponder in your email program stating you will be out of the 

office tomorrow and schedule it. 

Determine what you will do on your technology free day tomorrow. 

o Read a physical book? 
o Visit a museum? 
o Spend the day journaling? 

o Take a class? 
o Go shopping for essential oils? 
o New office furniture? 

 

Wednesday 

Take a complete Technology Free Day off today. Unplug your phone, turn off 

your laptop and enjoy your day! 

 

Thursday 

Perform your Thursday Review 
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Friday 

Declutter and update your office to include hardware, furniture, etc. 

Schedule next month’s Stress-free Schedule  
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