
H
O

W
TO GET ORGANIZE

D

WHAT:  This training is  about organizing your days,  weeks,
and months to be more effect ive and eff ic ient so that you
increase your results.

GOAL: Save 5 to 8 hours a week and increase your business
confidence because you have a plan and a process.



T H I N K  A B O U T  A  T Y P I C A L  D A Y .  I S  I T  R U N N I N G  O N  A  P L A N  O R  A  P R A Y E R ?  W H Y ?

W H A T  D O E S  A N  I D E A L  D A Y  L O O K  L I K E  F O R  Y O U ?

w h e r e  a r e  y o u ?  
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A R E A  &  W H Y

a r e a s  y o u  w a n t  t o  o r g a n i z e
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A R E A  &  W H Y

A R E A  &  W H Y

A R E A  &  W H Y



W H A T  A R E  C O M M O N  T A S K S  I N  E A C H  A R E A  T H A T  C O U L D  B E  O R G A N I Z E D ?

b r a i n  d u m p

Growth Getters  |  How to  Get  Organized Page 04

F I N A N C E S

M A R K E T I N G

S A L E S

H U M A N  R E S O U R C E S  ( T E A M )

C U S T O M E R  R E L A T I O N S H I P S

P R O D U C T  &  S E R V I C E S

P R O J E C T  M A N A G E M E N T

S O C I A L  M E D I A

C O N T E N T  C R E A T I O N



A R E A  &  W H Y

a r e a s  y o u  w a n t  t o  o r g a n i z e
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A R E A  &  W H Y

A R E A  &  W H Y

A R E A  &  W H Y



d e p a r t m e n t s
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R E S P O N S I B I L I T I E S :

F I N A N C E S

R E S P O N S I B I L I T I E S :

S A L E S

R E S P O N S I B I L I T I E S :

M A R K E T I N G

R E S P O N S I B I L I T I E S :

C U S T O M E R  R E L A T I O N S



d e p a r t m e n t s
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R E S P O N S I B I L I T I E S :

R E S P O N S I B I L I T I E S :

R E S P O N S I B I L I T I E S :

R E S P O N S I B I L I T I E S :



d e p a r t m e n t s
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R E S P O N S I B I L I T I E S :

R E S P O N S I B I L I T I E S :

R E S P O N S I B I L I T I E S :

R E S P O N S I B I L I T I E S :



The Daily Checklist

Choose Your Appreciation Person 

Set Your Daily Five

Marketing Block

Power Hour

Follow Up with Potential Leads/Clients

Affirmations Claimed

Count Blessings

Big Goal Reviewed (GG Success
Foundations - pg. 12)
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The Weekly Checklist

Growth Hours (schedule time for growth & drop
in a questions for Growth Hour)

Update/Review Scheduling Calendar

Content Creation (blog, social, newsletter) 

Office/Desktop — Clean up & archive 

Home Plan (meal plan, order groceries,
schedule date night, etc.)

Review Projects (block, schedule, complete)

Set Office Hours  (from GG High-
Performance Habits and post on door)
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Check in with your team



The Monthly Checklist

Record Metrics (size of newsletter lists, social
media accounts, Pinterest, website views,
podcast, etc.)

Plan/Review Next Month's Goals

Review Marketing Initiatives

Review Most Recent GG Assessment & Whole
Living Growth Plan (inside GG High-
Performance Habits)

Review Finances (input or review costs, pay bills,
run reports, check P&L)

Check-in Call with your Accountability Coach!
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Reach Out to Last Month's Clients/Customers
for Testimonials 

Check-In with Yourself



Q U A R T E R  1  ( J A N - M A R C H )

Q u a r t e r l y  M a p
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Q U A R T E R  2  ( A P R I L  -  J U N E )

Q U A R T E R  3  ( J U L Y - S E P T )

Q U A R T E R  4  ( O C T - D E C )



A R E A S  B O B  C A N  H E L P :

" H i r i n g "  B O B
B e s t  O p e r a t i o n s  B r e a k d o w n
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what do 
we live for,

if not 
to make
life less

difficult?
G E O R G E  E L I O T



Loom  — What I  use to make screen-recorded training videos for my team and to
create BOBs

 
Google  Doc — For sharing projects/BOBs with team

Dropbox — For sharing documents,  f i les,  graphics with my team and cl ients

Clickup, Asana, Monday, Trello — All  are project management apps.  Take a peek
and see what might work for you.

Book  — Systemology by David Jenyns 

R e s o u r c e s
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