15
Productivity Secrets
to Help You Take Back
Control of Your Day

Hey, friend!
If you’re ready to maximize your productivity and start working on your health
and wellness goals, I’m ready to start spilling some secrets that I think will
make your journey just a little bit easier!
Summer is one of those chaotic times of the year that we wanna be productive
and reach our goals, but also reminds us that we’re hellaaa busy and starting
something new feels like the last thing we have time for.
Trust me… Been there, felt that!
So I’ve created this PDF of 15 productivity hacks that have really helped me stay
on track with my own health and wellness goals and organization, and I know
they can for you too! This guide is going to help you organize your schedule
and daily routine, get the most out of the time you have, and eliminate any
feelings of stress or overwhelm that you may experience during your journey!
I’ve also included a space for you to journal, along with a few reflection
questions for each productivity secret to help you get out any thoughts,
feelings, or ideas that come to mind as you’re working through them!
Getting healthy and taking control of your day doesn’t have to be some long,
drawn-out plan that takes all summer to see any progress. In fact, I think you’ll
find most of these productivity secrets you can start implementing right NOW!
Are you ready, then? Let’s get started!

Nicole

1

Audit Your Time

“I’ll get started once I find the time.” … Does this sound familiar at all? I used
to tell myself this ALL the time before getting in control of my schedule and
how I use my time.
The funny thing is, sometimes when we THINK about our day-to-day lives vs.
actually SEE it on paper, we start learning where those extra minutes of our
day are and how we can best utilize them!
As you're completing the activity below, I’m definitely not saying you need to
be up at 5am and jam-pack your schedule until your head hits the pillow
every night… How exhausting. But I AM encouraging you to think about
where throughout your day you could sacrifice a few extra minutes to start
working on your goals!

DIRECTIONS:
1. The first chart is for you to fill in with what you’re actually doing at each
time on a regular day. Be honest! The more honest you are, the better
you will be able to see how your time is spent on a typical day.
2. The second chart is for you to fill in with what your schedule COULD look
like in order for you to make time for your goals! Could you sacrifice an
hour of sleep? Could you meal prep a certain day of the week to
eliminate time cooking and cleaning in the kitchen? You decide!

Daily Time Audit
Time
5am
6am
7am
8am
9am
10am
11am
12pm
1pm
2pm
3pm
4pm
5pm
6pm
7pm
8pm
9pm
10pm
11pm
12am

What I’m ACTUALLY Doing

Time Audit Activity
Time
5am
6am
7am
8am
9am
10am
11am
12pm
1pm
2pm
3pm
4pm
5pm
6pm
7pm
8pm
9pm
10pm
11pm
12am

What I’m ACTUALLY Doing
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Block Your Day

“Now that you have a better idea of how your time is spent, or how it could
be better spent, you’re ready to time block your day.
As much as we may think we’re good at multitasking, it’s really not as
effective as you may think when it comes to completing the important tasks
in our everyday lives.
Look back at the time audit table you just completed. Are you finding
yourself jumping from task to task? How can you adjust your schedule to
focus on one task at a time? For example, there could be specific days you
focus on household chores. Instead of using the entire day to plug them in
“here and there,” block off 2 hours in the morning or evening to get them all
done!
Reflection Question(s):
Where in your day do you have a 30-60 minute time block to prioritize
your health and wellness? If you don’t currently have one, where can
some sacrifices be made to create one?
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Use a Planner

Using a planner may feel old school to you, but I can assure you this is one of
my most used “secrets” to keeping organized!
Are you more of a paper/pencil kinda gal, or digital? Either way, use your
schedule from your time audit activity, as well as your knowledge of time
blocking to fill out your planner on a weekly basis. Here are a few things I
always have in my planner on a daily, weekly, and monthly basis:
(Tweak these things to fit your schedule/planner as well as your ideal
customer)
Daily:
“Must Do’s” of the day
School drop off and pick up times
Workout time
Meals - breakfast, lunch, dinner & snack idea
Work-related tasks
Weekly:
Grocery shopping days
Meal plan/prep days
Self care
Laundry day
Upcoming appointments
Monthly:
Important birthdays/holidays/special days
Recurring payments/bills
Set new goals & record progress of current ones
School events

Reflection Question(s):
Will you use a paper/pencil planner or a digital planner?
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Communicate Your Schedule to Your Family

No matter if you live alone or have a house full of kids and a spouse, it’s so
important to communicate your schedule to your family and friends in order
to honor your time and be your most productive self.
Do you struggle to make time for social events and gatherings? Does it
cause you stress and anxiety when people randomly “drop in” for the day,
making it hard to stay on your schedule?
The more you communicate your goals and plans with your family, the more
they will come to learn how important they are to you. And… the more you
time block and organize your schedule, the more likely you’ll be able to find
extra time for your loved ones!

Reflection Question(s):
What is your biggest challenge when it comes to keeping your
family/friends updated with your schedule?

How can you communicate the importance of your goals to your family/friends
so that they better understand you?

5

Create a Daily “Top 3” List for Your Health & Wellness

As you create your health and wellness goals for yourself, it’s easy to become
overwhelmed by all the moving parts in getting to that end result.
What’s helped me stay focused and keep my priorities in check is to create a
daily “top 3” list for my health. The “list” is 3 things that are my nonnegotiables for that given day to help me get closer to my health and
wellness goals. Sometimes I change them up, but most of the time they stay
the same.
It’s helped me build so much consistency and confidence in myself, knowing
I can accomplish these 3 things every day and that they’re getting me closer
to my best self!

My daily “Top 3” usually include: (Tweak these 3 things to better
reflect your own health and wellness habits/routine)
1. Workout
2. 10 minutes of personal development
3. Drink my shake

Reflection Question(s):
What are your “Top 3” you can start doing right away every day this week?

1
2
3
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Exercise As Soon As You Can

This secret isn’t to persuade you to become a morning workout person if you
absolutely despise it, but hear me out…
Early morning workouts can set the tone for making healthier choices for
the rest of your day. Morning exercise can increase alertness and focus, give
you an energy boost, improve your mood, regulate your appetite, and just
increase your overall activity level throughout the rest of the day.
Plus… if you’re the type to “dread” your workout after having a long day at
work, what better way to avoid that stress than knocking it out first thing in
the morning?! Go ahead, enjoy a little rest and relaxation on the couch when
you get home!
So no… I’m not here to persuade you to become a morning workout person,
but I’ll take the blame if you end up loving it. 😉

Reflection Question(s):
Do you enjoy exercising in the morning? Why or why not?

If you’d like to start exercising first thing in the morning, how might you
need to adjust your morning routine/schedule to make it happen?
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Move Your Body Every Hour

I like to call this productivity secret a “two-fer” because not only does it make
you more productive, but is a great way to prioritize your health and fitness!
Making a point to intentionally move your body every hour can raise your
energy levels, combat stress and fatigue, improve circulation, and eliminate
joint and muscle stiffness.
Especially if your job forces you to be sedentary for longer periods of time, be
sure to take time for mini breaks! (Put it in your planner!)
Here are a few quick and easy ways to intentionally get your body moving
every hour:
Take a 10 minute walk
Sit on an exercise ball
Do 20 lunges
Take the stairs instead of elevator
Park farther away from your destination to increase walking time
Do a 30 second wall sit
Do 20 jumping jacks
Get a standing desk
Stretch or try different yoga poses

Reflection Question(s):
How can you incorporate more movement throughout your entire day?

What forms of exercise do you enjoy doing?
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Set a Timer

Did you know our brain is only able to maintain true focus for about 45
minutes before it starts to lose interest and attention? 90 minutes MAX!
With that in mind, it’s important to keep your energy level and productivity
up by taking frequent “brain breaks” throughout your day. If you’re heading
in to a focused time, set a timer for 45-60 minutes. Work on nothing else but
this task for that length of time. Once the timer goes off, use a “brain break”
idea from the list of ways to move your body on productivity secret #7, or
here are a few other “brain break” ideas for adults:
Listen to a guided meditation
Listen to your favorite music
Step outside to get some fresh air
Color or free draw
Make a healthy snack
Drink a full glass of water
Reflection Question(s):
What tasks/responsibilities do you have that you struggle to focus on for
long periods of time?

What brain break will you choose to do once your timer goes off?
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Minimize Distractions

After now knowing your brain can ideally focus for 45 minute increments, it’s
important to set yourself up for success by getting the MOST out of those 45
minutes at a time.
You can do this by eliminating as many distractions as possible. Here are a
few things that work for me:
(Tweak this list to better fit your practices, as well as your ideal customer)
Turn off the TV or any unnecessary noises
Leave your phone in another room or turn it to “do not disturb” mode
Set up an activity for your kids to play with while you work on something
else
Go in to every “work session” with a to-do list already made
Give yourself a shorter time frame to work - If you know you only have 30
minutes to get something done, you tend to move much quicker!
Focus your internal thoughts on what you’re externally doing

Reflection Question(s):
What distractions challenge you most during your day?

How does being distracted make you feel?

How can you better eliminate distractions moving forward?
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Tidy Important Areas At Work & At Home

After now knowing your brain can ideally focus for 45 minute increments, it’s
important to set yourself up for success by getting the MOST out of those 45
minutes at a time.
You can do this by eliminating as many distractions as possible. Here are a
few Speaking of minimizing distractions… That mile-high pile of laundry? Go
ahead and put it away. The stack of paperwork on your desk? Let’s go ahead
and sort through that.
Research shows that clutter and disorganization can have a negative effect
on our brains. Our minds take comfort in orderliness and structure, so the
visual distractions of clutter can reduce our ability to focus and increase
cognitive overload.
Although you may be someone who finds peace in messiness, take some
time to think about what clutter in your home or workspace causes you
stress and/or anxiety. You may be surprised how much it bothers you in one
place, but not another!
Reflection Question(s):
What areas of your home and/or workspace do you like to keep tidy?

How do you feel when these areas are cluttered or disorganized?

When can you make time for tidying these specific areas? Can anyone help you?
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Prioritize Self Care

The #1 way to stay motivated, productive, and avoid burnout… Self care!
Have you ever intentionally scheduled time for yourself and thought of it as
“productive”? Probably not. And this is definitely something we need to start
normalizing.
There are many reasons why our productivity can decrease and we
experience burnout, but some of the most common reasons are due to lack
of support, taking on more than you can handle, never “unplugging,” or
never engaging in things that recharge you.
Here are a few ideas to show yourself some TLC:
(Tweak this list to better fit your favorite self care activities)
Getting outdoors
Reading
Meeting up with a friend
Painting your nails
Working on a favorite hobby
Cooking a new healthy recipe
Get a massage
Watch your favorite movie or TV show
Enjoying a cocktail or dessert
Going to bed early
Reflection Question(s):
When have you experienced burnout in your life?

What are some of your favorite forms of self care?
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Do the Worst First

We’ve talked about keeping our planners up to date and creating our daily todo lists to increase productivity, but what you need to know is what to cover
first on your to-do list.
You guessed it… The WORST comes FIRST.
When you look at your to-do list for the day, what’s the one thing that’s staring
you straight in the face that you’re just absolutely dreading? It might be your
workout, scheduling that appointment, sending the email, or even meal
prepping.
Whatever it is for you, do it first! You can then go through the rest of your day
knowing the worst is behind you!
Reflection Question(s):
What’s something you have on your daily to-do list you typically dread doing?

Although you dread it coming, how do you feel when you get it done?

Who can start holding you accountable to completing this thing right away
every day?

13

Change Up Your Scenery

Most of the time we thrive on consistency and habits, but some days the
mundane routine can feel draining to us, and that’s totally normal.
If you find yourself feeling unproductive, unmotivated, or just in a weird
“slump,” try changing up your scenery!
Take your workout outside to your backyard, balcony, or a nearby park. If you’re
not interested in the cardio and weight training exercise you typically love, try
a barre, dance, or yoga workout. If you’ve been eating the same meals every
day, find a new healthy recipe to try!
Basically, to put this productivity secret bluntly… Don’t stay stuck in the “suck!”
The options are endless to keep your days fresh!

Reflection Question(s):
What part of your daily routine can sometimes feel mundane to you?

How can you change things up from time to time to keep this part interesting to
you?
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Keep Healthy Staples on Hand

It’s no secret our bodies need energy in order to work. But in order to have
more sustainable, better quality energy, we need to be consuming better
quality foods.
You can make this a priority by keeping healthy foods and easy to-go snacks
stocked in your pantry and fridge at all times.
When we get hungry and grab whatever “junk” is available and easy to access,
we’re setting ourselves up for sugar crashes, dips in energy, headaches, and
fatigue… And that just doesn’t sound very productive to me!
Here are a few of my go-to staples for my pantry and fridge. I can almost
always piece together a healthy snack with these on hand:
Pantry
1. Bananas
2. Nut butters
3. Dry rolled oats
4. Honey
5. Shakeology (tweak this last product to showcase a product of yours you
can enjoy as a healthy snack or afternoon pick-me-up!)
Fridge
1. Eggs
2. Greek yogurt
3. Baby spinach
4. Almond milk
5. Fresh fruits & vegetables
Reflection Question(s):
How do your food choices affect your energy?
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Outsource What You Can

Although I think you’re pretty amazing and are capable of SO much in your
life… no one can do it all by themselves. And you shouldn’t have to!
Part of being productive is knowing when to ask for help, and when to accept
it. Working yourself to exhaustion, having little to no time for yourself, and
working on your goals without a plan isn’t doing you or anyone else any good.
Which is exactly why I’m here to help!
I would love to help you get started on your health and wellness journey by
joining me and the rest of my [Insert FB Group Name] community in my next
[challenge group/nutrition challenge/workout challenge/30 days to healthy
living challenge] starting [Insert Start Date]!
Together we focus on implementing all of these productivity hacks into our
daily lives, as well as other tips and tricks to make reaching our health and
wellness goals enjoyable AND doable!
If you’re ready to claim your spot, send me an email at [Insert Email Address]
and tell me your answers to the reflection questions below! Let’s make it
happen!!
Reflection Question(s):
What’s a health and wellness goal you’d love to accomplish in the next 30 days?

What’s holding you back from starting that goal?

What tools, resources, and/or support do you need to reach your goal?

