
Daily Review

1. Log activities and how much time each activity took
2. Write down (a) wins you had and (b) issues that came up
3. Rate your five life pillars on a scale of 1-10 (Emotional energy, Nutrition, Exercise, Social connectedness, Mental clarity
4. Score your activities and calculate the value you produced today (see How to Maximize Your Value Per Day)
5. Review progress you’ve made towards goals and projects
6. Plan your tomorrow, blocking off anything urgent and important first then scheduling not and important, urgent tasks starting with highest value and working way down. Then prepare everything for first activities tomorrow, so you can sit down and get started
7. Optional: Set a five minute timer and journal about the events of the day and how they relate to your values. This dramatically decreases stress by cultivating your ability to generate meaning out of events in your life.


Value Buckets for Scoring Tasks

Low Value Tasks ($10 per hour)
Sending emails			Filing
Setting up phone calls		Organizing
Transcribing				Administration
Re-ordering supplies/inventory	Bank deposits
Some video editing			Bookkeeping
Some graphics work			Cleaning
Shopping				Some types of research
Data entry				Some writing tasks
Cold calling				Editing a website
Most social media			Stocking or folding inventory

Low Medium Value Tasks ($50-$100 per hour)
Outsourcing/Delegating some tasks	Some graphics
Reviewing financial numbers		Some website editing
Building relationships with suppliers	Some video editing/filming
Legal work				Servicing an existing client
Blogging/content creation		Writing emails to prospects/customers
Quality control				Creating marketing tests and experiments
Coding and UI/UX development	Creating some processes
Talking to a qualified prospect

Medium High Value Tasks ($100-$1,000 per hour)
Establishing brand guidelines	Planning and prioritizing a day
Some negotiating			Selecting suppliers or vendors
Some PR/publicity			Planning your sales funnel
Some process or system creation	Planning social media campaigns
Some UI/UX design			Writing some sales copy
Interviewing				Delegating/automating complex tasks
Sales calls				Evaluating data and marketing experiments

High Value Tasks ($500-$10,000+ per hour)
Expanding into new markets		Mapping out sales funnels
Establishing new distribution		Webinars, public speaking (leveraged exposure)
Negotiating deals			Selecting team members / final interviews
Creating your positioning		Creating some systems
Creating new products and offers	Anything to do with this program ;)
Deciding on data/trends to act on


