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OWN YOUR DAY 
 
 
 
 
 

THE EEMM METHOD 
Exceptional results are built intentionally. 

 
 
 
 
 
 

T AKE BA C K YO U R W EEK.  PRO T ECT  YO U R 
T IME.  DO  T HE W O RK T HAT  M AT T ERS.  

. 
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The Weekly Blueprint 

Your 20-Minute Weekly Planning Template 

 

At the start of your work week, invest 20 minutes to complete this blueprint. Schedule it as a recurring 

calendar event — treat it like a client appointment. 

The goal is not a perfect week. The goal is a week with intention. 

 

STEP 1 — Brain Dump (5 minutes) 

List everything on your plate this week — work, second job, family, personal. Get it all out of your head and 
onto the page. 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 
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STEP 2 — Your 3 MITs (5 minutes) 

The non negotiables. 

 

MIT 1   

 

MIT 2   

 

MIT 3   

 

MIT 4   

 

MIT 5   

 

STEP 3 — Time-Block Your Week (5 minutes) 

Fill in your week below. Start with your MITs, then schedule your income producing activities, followed by 
other commitments, leave buffer time. 

 

STEP 4 — Review Your Commitments (5 minutes) 

Check off each item to confirm it's accounted for in your calendar this week: 

 

Weekly Reflection  (end of week) 

Complete this on Friday or Sunday before your next planning session. 

 

What went well this week? 

___________________________________________________________________________ 

What drained my time? 

___________________________________________________________________________ 

What will I protect next week? 

___________________________________________________________________________ 

My #1 MIT for next week is: 

___________________________________________________________________________ 
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RESOURCE 02  ───────────────────────────────────────── 

Time Audit Tracker 

Track Your Week in 30-Minute Blocks 

 

Run this audit for a full month or a full week. At the end of each hour or 30-minute block, write what you 
actually did — not what you planned. At day’s end, sort each block into a bucket. 

 

BUCKET 1 — Revenue 
Generating 

BUCKET 2 — Admin & 
Compliance 

BUCKET 3 — Everything Else 

 

MONDAY 

TIME 
BLOCK 

WHAT I ACTUALLY DID BUCKET 
(1/2/3) 

NOTES 

7:00–7:30    

7:30–8:00    

8:00–8:30    

8:30–9:00    

9:00–9:30    

9:30–10:00    

10:00–
10:30 

   

10:30–
11:00 

   

11:00–
11:30 

   

11:30–
12:00 

   

12:00–
12:30 

   

12:30–1:00    

1:00–1:30    

1:30–2:00    

2:00–2:30    

2:30–3:00    

3:00–3:30    

3:30–4:00    
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4:00–4:30    

4:30–5:00    

END OF 
DAY 

 B1 = ____% Key insight: 
___________ 

 

 

Weekly Summary 

BUCKET 1 Revenue-
Generating 

BUCKET 2 Admin & 
Compliance 

BUCKET 3 Everything Else 

___ blocks ___% of 
week 

___ blocks ___% of 
week 

___ blocks ___% of 
week 

 

My #1 insight from this audit:   
___________________________________________________________________________ 

The first thing I will change:   
___________________________________________________________________________ 
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