
🗂 1. Time-Blocking Template
A weekly colour-coded schedule aligned with real business activities like Business Development, Admin, 
and Deep Work.
 👉 Download an Excel version 

🧠 2. ClickUp Templates (for digital task-lovers)
These pre-built templates integrate seamlessly into your ClickUp workspace.

Weekly Calendar Template
Schedule Blocking Template

🍅 3. Pomodoro Cheat Sheet
Maximise focus, minimise burnout. The Pomodoro Technique helps you manage your energy—not just your
time. Here’s how to implement it effectively in your workday.

How It Works
Choose a task to focus on.
Set a timer for 25 minutes (this is one 'Pomodoro').
Work on the task—no distractions, no switching.
When the timer rings, take a 5-minute break.
Repeat for 4 cycles (about 2 hours).
After 4 Pomodoros, take a longer 15–30 minute break.

Pro Tips
🧠 Batch similar tasks together (e.g., emails, creative, admin) for fewer context switches.
🎯 Use your most productive hours for deep work Pomodoros.
💡 Track how many Pomodoros a task takes—great for future planning.
☕ Actually take the breaks. Step away from the screen if you can!

🗓 4. Calendar Set Up Tips
Your calendar is more than just a place to schedule meetings — it’s your daily command centre. These quick
tips will help you streamline your schedule and protect your focus:

Use colour-coding to separate task types (e.g., client work, admin, CEO time).
Enable “Speedy Meetings” in Google Calendar to end events early and create breathing room.
In Outlook, turn on “End appointments early” under Calendar Options for automatic buffers.
Block time for planning, deep work, and breaks — not just meetings.
Set up recurring blocks for routines like weekly reviews or content batching.
Try Reclaim.ai to automate smart scheduling around your existing commitments — great for protecting
focus time without micromanaging your calendar.

Small tweaks, big gains. These habits help you run your day (instead of the other way around).

⏰ 5. Bonus productivity resources we use and love
Harvest: Time tracking and reporting made easy.
 💬 We use this in-house! Want a referral code? [Link Here]
Google Calendar + Outlook: Use built-in features like "Meeting Shortening" in Google or “End
Appointments Early” in Outlook, task reminders, and colour-coding.
Akiflow: Syncs tasks from tools like ClickUp or Gmail and lets you drag them straight into your calendar
for seamless daily planning. Perfect for business owners who love structure and hate app-hopping.

Time Management Toolkit
A hand-picked collection of tools and templates to help 

small business owners manage their time like a boss.

https://dde75016-b09a-4697-92e4-e8422c4f86f0.usrfiles.com/ugd/dde750_d72b89cc6d7b44d5aea7e6534afc16a7.xlsx
https://clickup.com/templates/weekly-calendar-t-200694122
https://clickup.com/templates/schedule-blocking-t-182148352
http://reclaim.ai/
https://www.getharvest.com/time-tracking-app?chan=Google&device=c&kw=get%20harvest%20app&loc=9118906&camp=445030889&adgr=29583791849&type=brand&utm_term=get%20harvest%20app&utm_campaign=APJ+Harvest+-+Brand+-+Core+Keywords+-+Exact+Match&utm_source=adwords&utm_medium=ppc&hsa_acc=4436465424&hsa_cam=445030889&hsa_grp=29583791849&hsa_ad=646483492206&hsa_src=g&hsa_tgt=kwd-15041708324&hsa_kw=get%20harvest%20app&hsa_mt=e&hsa_net=adwords&hsa_ver=3&gad_source=1&gad_campaignid=445030889&gbraid=0AAAAADmBQNfsOMXkLjDffZQug7PB1Yj_x&gclid=CjwKCAjw3rnCBhBxEiwArN0QE8aUdsgu8Cg18rAbaBKvC_PUqsIZxXOt7B2ib-KCnSEtk9ij78YZLxoC-akQAvD_BwE
http://try.hrv.st/4-437747
https://workspace.google.com/blog/productivity-collaboration/work-hacks-from-g-suite-how-to-host-more-effective-meetings
https://support.microsoft.com/en-us/office/end-meetings-early-or-start-late-ebb4c4c9-6992-4ea7-9772-8b5883df8500
https://support.microsoft.com/en-us/office/end-meetings-early-or-start-late-ebb4c4c9-6992-4ea7-9772-8b5883df8500
https://akiflow.com/?utm_source=google&utm_medium=cpc&utm_campaign=cid_21339672437&utm_content=ad_703076664438&utm_term=akiflow&gad_source=1&gad_campaignid=21339672437&gbraid=0AAAAABO9fyIZKlixegEPeGS2nd0GFQlvJ&gclid=CjwKCAjwvO7CBhAqEiwA9q2YJYQppNpJ7ltRdP6IrVR2LJiRi9_T0k0QtiFaDa7hZfnpan7_A9i35hoCqZkQAvD_BwE

