
HOUR BY HOUR
H O W  T O  S C H E D U L E  Y O U R  A C T I O N  P L A N  S O

Y O U  C A N  F I N A L L Y  G E T  S T U F F  D O N E

W W W . D A L E C A L L A H A N . C O M



WWW .DALECALLAHAN .COM

The first step to getting somewhere is to

know where you are going. Step 1

towards your hourly schedule is to write

down what all you want to do. Make

sure your goals are Specific, Measurable,

Achievable, Realistic, and Timely

(SMART). 

Set SMART
goals

Remember
the mundane

Budget!
Budget your time like you do your
money. Set specific times for doing
things then stick to that time like glue.

When it's time for writing, you write like
you have nothing else to do. When that
time is up, stop, and move on to the next
thing.

Whether it's answering emails, planning

the week, responding to voicemails,

writing a new blog post, or scheduling

your social media your regular tasks take

time. Set blocks of time for them so you

don't forget them AND so that they

don't bleed over into your other

categories.



B r a i n s t o r m !  D o n ' t  m a k e  i t  p r e t t y  o r  o r g a n i z e d ,  l i s t  a l l  o f

t h e  t h i n g s  y o u  w a n t  t o  g e t  d o n e  i n  o n e  g i a n t ,  m e s s y  l i s t

r i g h t  h e r e .  W e ' l l  o r g a n i z e  i t  i n  t h e  n e x t  s t e p .

W h a t  t a s k s  d o  y o u  n e e d  t o  g e t  d o n e ?
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T a k e  a  l o o k  a t  y o u r  e x i s t i n g  s c h e d u l e .  C a n  y o u  c a r v e

o u t  o n e  h o u r  a f t e r  l u n c h ?  T w o  h o u r s  b e f o r e  b e d ?  W h e n

i s  y o u r  " w o r k  t i m e " ?  W r i t e  t h a t  d o w n .

H o w  m u c h  t i m e  d o  y o u  h a v e ?
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N e x t  t o  e a c h  o f  y o u r  t a s k s ,  w r i t e  o u t  h o w  m u c h  t i m e  i t

w i l l  t a k e  y o u  t o  d o  t h a t  i t e m .  

H o w  m u c h  t i m e  d o  y o u  n e e d ?

U s e  t h e  s c h e d u l e  o n  t h e  n e x t  f e w  p a g e s  t o  i d e n t i f y  y o u r

w o r k  t i m e  a n d  a s s i g n  y o u r  t a s k s  t o  f i t  w i t h i n  t h o s e  t i m e

b l o c k s .

S c h e d u l e  i t .



D a y :  
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5:00 am

6:00am

7:00 am

8:00 am

9:00 am

10:00 am

11:00 am

12:00 pm

1:00pm

2:00pm

3:00pm

4:00pm

5:00pm
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M o n d a y
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6:00pm

7:00pm

8:00pm

9:00pm

__________________________________

__________________________________

__________________________________

__________________________________

Print this guide to have multiple days, and there are

some unnamed lines if you need additional time

(For all the night owls!)  

Fill in each time slot with it's task. Keep assigning

time to tasks until your "to do" list is completely

marked off. Once you've scheduled everything, all

you have to do is follow the plan to get everything

done. Hang it on the wall or put it in your desk drawer

to remind you to stick to the plan!

__________________________________

__________________________________


