
How to Use Time Blocking 

 

There are 8 different ways in which we use time as soloprieneurs. When you are doing  your 
calendar planning each week, it is a good idea to understand where you need to place your focus 
and energy. In the sample calendar below, you can see 8 business categories and 5 personal 
categories plus one for your job if you have one. Fill in your calendar with the personal categories 
first, bearing in mind that if you don’t take care of your body, mind, and spirit first, you will not have 
the capacity to sustain an Enlightened Entrepreneurship. 

 
 

Once that is done, take a look at the business categories. The top four are those that directly 
contribute to building your business and the bottom four are those that enable you to maintain your 
business. Notice as you do this where you typically spend your time and see if you can create more 
balance.  

                                                      

   

          
                  

          

             

                         
                      

                  

           

   

        

           
        

         

               

                   
       

     

     



 

 
 

                           

                    

                

                

      

                                

                                    

                  

        

      
       

                 

              

          

                               

                   

       

     
               

               

           

          

        

          

                               

                      

                                       

               

                   

                    

             

                            

                                 

      

     
         

                

                  

        

                                  

                                 

        

     

          

        

          

                  

                 

                                  

                                 

                                

                    

      

         

         

      

                   

             

              

                                 

                               

                                 

               

        

       

      

       

                

                   

      

                              

                              

                 

       

         
        

                           


