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Planning Ahead

Now it’s time for planning ahead:
To be successful you need a plan!

Without a plan, those goals are dreams. These steps apply even if you are
not self-employed. Success in your career comes from planning and
implementing your plan.
It is time to sit down and write a Vision Statement: There are no
fancy forms required, just write how you feel about what you want to see
for your company and you personally in the next year.
Writing a Vision Statement allows you to reflect on the current year, and
determine if the successes you had this year made you financially healthy
and emotionally healthy.

Start right now:
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This seems like a lot of work. Yes, it can be, or it can be thought of as
building blocks for a fantastic year!
Create a Basic Business Plan: Again, no fancy forms required, but the
business plan needs to set some financial goals. Determine a basic outline of how you can reach those financial goals. This is just a road map
to help you plan for the year and not lose sight of where you want to be
next year at this time.
Create an Operations Plan: Detail the steps required to produce the
products or services you are offering currently. Review your processes for
this year, and determine what changes are required. Determine if this is
the time to add an employee or a VA to help you reach the next level.
Create a Marketing Plan: How will you market your products or services
so that you can reach the financial goals you have set.
Create an Editorial Calendar: Choose topics for each month. This will
allow you to start the year feeling confident in your voice to your
community. Writing a blog, then disbursing it through a newsletter, social
media posts etc. gives you more bang for your buck. Having the Editorial
Calendar set for the year, means you can have assistance from a VA to
write blogs, produce the email newsletter and handle your social media
campaigns.
Create a Project Calendar: Make a list of the top goals or projects you
want to complete in the coming year. Take each of the projects and break
it down into smaller segments so that you can get it worked into your
weekly and monthly work schedule.
Create a Work Schedule Calendar: Based on this year, establish a weekly
flow chart and a monthly flow chart and build a work schedule calendar.
This will help you manage the projects comfortably, as well as build in
time for achieving the long range projects.
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Create a Networking Calendar: Schedule your networking groups
monthly meetings. Schedule one-on-one meeting times with clients,
friends and employees. These can be in person or online.

Personal Year End Planning:

If you are not healthy and happy, you can’t be successful. Review your
upcoming calendar year commitments and schedule a few
mini-vacations. Getting away for even 2 days can create a feeling of
well-being. If possible, schedule a 1-2 week vacation. If you can, chose a
place that you have never been before to add diversity to your
experience. Plan date nights and family nights to keep you grounded and
in touch with those you love.
Create a Personal Care Calendar. Get your regular appointments for
hair care, massages, dental hygiene and an annual physical on your
calendar, and don’t cancel to meet with clients. Plan to get enough sleep
and add a little meditation to start your day.
Jot down your current weight and determine your BMI. Are you
comfortable with those numbers? If not then start immediately to make
some changes. Daily exercise, as little as a 30 minute walk per day can
improve your attitude and your health. Pledge to eliminate junk food or
fast food from your diet. When we are busy and overwhelmed we tend to
not remember that our body needs premium fuel to get premium results.
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Some of my personal thoughts:
Many of the items in this plan can be addressed at any time during the year.
However, there are certain things which have hard deadlines, such as year
end reports and preparing tax documents. I suggest after reviewing this
whole document, select the one area that you would like to work on first
and get going.
We all struggle with getting it all done. Please don’t freak out over all these
“calendars”. They can all be combined into your electronic calendar and/or
paper calendars. You can color code the categories to give you a quick glance
overview of your day.
Don’t hesitate to get help. Outsourcing has changed my life, and given me
more time and energy to do the things I love.
If it suits you, keep a journal. When I write the highs and lows down, they
don’t come back to haunt me at 3 am. I can go back in a week or a month
and have clarity about the things that worked and made me happy. I try to
move forward with those.
Wishing you all ongoing success!
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