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JAM
Sessions
What they are and how to make
the most of them

Focused Time

Door closed (when possible)
Phone off (or in another room)
Email closed
ALL windows/applications closed
on computer except for the one
you are currently using.

Turn off all distractions.



JAM
Sessions
What they are and how to make
the most of them

Length of Time

Long enough to actually accomplish
something, not so long that you get stir
crazy.

Remember, our minds can only focus
productively for so long.

30-90 minutes

90 minutes MAX!



JAM
Sessions
What they are and how to make
the most of them

What to Do?

What will help you move on to the next step?

Write, research, plan, make phone calls -
whatever the next step in your plan for the
week/month is, do it and ONLY IT!

One of your priority projects.



If there are others around and you cannot
close yourself off, still hang the sign!

Try wearing headphones and playing soft
focus/study music to drown out others
and help keep you focused.

Consider other options such as a library
or cafe.

It takes an average of 23 minutes
and 15 seconds to get back on task.

JAM
Sessions
What they are and how to make
the most of them

Make a Sign

Let others know you are busy so they
don't interrupt you.



MY WEEK

Think about everything you "have to do" this week.
Now write each of those "to-do's" in a section.

Does it apply to one of your big goals?

If not, put it in the Outsource or Delete section.

The Week is YOURS - Take Control of it!

The key is not to prioritize what is on your
schedule, but to schedule your priorities.

Stephen Covey



THIS IS WHERE THE MAGIC HAPPENS

Start with the Month Planner.
Get clear on your priorities for the month.

Plans are nothing: Planning is everything.

Next is the Weekly Planner.
Get clear on your priorities for the week.
Make sure to complete the My Week sheet first!

Finally the Daily Planner.
Get clear on your priorities for the day.
Refer to the Weekly Planner each day.

Dwight D. Eisenhower



MONTHLY PLANNER

Pencil in anything that is non-negotiable.

What will make this month a success?

Doctor's appointments.
Family time.
Days off.
Sleep. ;-)



WEEKLY PLANNER

Look at what you've penciled in under each of your 3 Big Goals
on the My Week Planner page.
Now SCHEDULE those items into your week because what
doesn't get written down doesn't get done.

Plan My Week first!

What's in the DELETE or OUTSOURCE section?
Decide where those items fall and either cross them off the list or
assign them to someone on your team, or start looking for
someone to hire to take care of these items for you.



DAILY PLANNER

What's today's FOCUS?
Never try and do too many things in one day. 

Fiercely protect your day!

What are your TOP 3 PRIORITIES?
Remember the My Week Sheet?

Schedule in your JAM Session(s)
Know exactly what you will be working on - and accomplishing -
in each of the JAM Sessions.
Schedule in BUFFER Time as well.



HABIT TRACKER

What are the habits that will help you to reach your goals?

These are the habits we need to focus on and consistently do.

I love POSITIVE REINFORCEMENT! 
What's a fun REWARD you can give yourself at the end of the
month for a job well done?

Consistency is the key to success and I have found
the best way to be consistent is through habits.

Your habits will determine your future.
Jack Canfield



REVIEWS ARE A BIG PART OF PLANNING

Review the Day before it ends.
While it's still fresh in your mind.

See what went right and what went wrong
so you can make tomorrow even better!

Review the Week as soon as it's done.
Refer to your Daily Reviews for this.

Review the Month before your plan your next one.
This will help you to see what you should do more of,
how you can make changes - big and small - and what
you should stop doing.



DAILY REVIEW

What went RIGHT?
If you know what went right you can do it again. 

Prepare for tomorrow by reviewing today.

What went WRONG?
How can you keep that from happening again?

What are you GRATEFUL for?
Never underestimate the power of Gratitude.



WEEKLY REVIEW
Refer to your Daily Review Sheets

What went RIGHT?
Was there a theme with something in particular this week?

What went WRONG?
Did this happen more than once? Why? How can you fix it?

What are you GRATEFUL for?
What are the best things that happened this week? 



MONTHLY REVIEW

Go over the same things you went over each week, and each day.

Review what consistently went well and what went wrong too
frequently.

How can you keep repeating the successes?

What can you do to fix the problems? Who can you reach out to
for help with those?

Did you hit your goal(s) for the month?



Would you do better with encouragement and
accountability from some fellow entrepreneurs?

Join our Accountability and Co-Working Group!

You have the tools for success.

It's up to you to use them.

Time to Get Started!

Join our Accountability and CoWorking

CompleteOnlinePresence.com

https://completeonlinepresence.com/coworking-accountability-group/
https://completeonlinepresence.com/

