
 

Self-management: the coach’s schedule  

Whether you are working on your business full time or on your lunch hour, it’s 
important to create dedicated blocks of time for business-building activities. 

What are your office hours? These need to include hours you are working IN 
your business (delivering coaching, etc.) and hours you are working ON your 
business (admin, prospecting, marketing, etc.) 

 



WHAT ARE THESE TASKS? WHERE DO THEY BELONG ON YOUR SCHEDULE? 

 

Coaching Hours     Prospecting Hours       Marketing Hours      Admin Hours 


