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Plan your work. Work your plan.





MainStreet 
Executive 
Directors 
juggle a LOT!

(and the struggle is REAL)



IDEA:
is there a way 
to keep it “all” 
in one place?



January - March
Started with a rough draft of content

April - June
Design

July - December
Working Draft



One hour of planning can 
save you 10 hours of doing.



Doesn’t have to be complicated Start with one or two “chunks”



Manage your 
work...

Don’t let your 
work manage you!

up next: Julia



Planner Sections

• Future Log/Year at a glance

• Quarterly Focuses (ETS, Priorites, Personal)

• Ideal Work Day & Daily Routines

• Monthly Calendar

• Monthly Dashboard

• Meetings (Executive, Board, Other)

• Weekly/Daily Planning Pages

• Annual Tasks Worksheets
Service Request Tracker
Grant Tracker
Project/Activity Worksheet
Event Worksheet
Presentation Tracker
Presentation Worksheet
Site Visit/Annual Report Tracker
Testimonials Tracker
Acronym Glossary



Future Log · Year at a Glance

JANUARY
S M T W T F S

1

2 3 4 5 6 7 8

9 10 11 12 13 14 15

16 17 18 19 20 21 22

23 24 25 26 27 28 29

30 31

FEBRUARY
S M T W T F S

1 2 3 4 5

6 7 8 9 10 11 12

13 14 15 16 17 18 19

20 21 22 23 24 25 26

27 28

MARCH
S M T W T F S

1 2 3 4 5

6 7 8 9 10 11 12

13 14 15 16 17 18 19

20 21 22 23 24 25 26

27 28 29 30 31

10 NMMS Quarterly Report 25 Financials to Accountant

15 NMMS Quarterly Report 14-16 NMMS Summer Institute - Ruidoso

SEPTEMBER
S M T W T F S

1 2 3

4 5 6 7 8 9 10

11 12 13 14 15 16 17

18 19 20 21 22 23 24

25 26 27 28 29 30

AUGUST
S M T W T F S

1 2 3 4 5 6

7 8 9 10 11 12 13

14 15 16 17 18 19 20

21 22 23 24 25 26 27

28 29 30 31

JULY
S M T W T F S

1 2

3 4 5 6 7 8 9

10 11 12 13 14 15 16

17 18 19 20 21 22 23

24 25 26 27 28 29 30

31

Future Log 2022

JUNE
S M T W T F S

1 2 3 4

5 6 7 8 9 10 11

12 13 14 15 16 17 18

19 20 21 22 23 24 25

26 27 28 29 30

MAY
S M T W T F S

1 2 3 4 5 6 7

8 9 10 11 12 13 14

15 16 17 18 19 20 21

22 23 24 25 26 27 28

29 30 31

APRIL
S M T W T F S

1 2

3 4 5 6 7 8 9

10 11 12 13 14 15 16

17 18 19 20 21 22 23

24 25 26 27 28 29 30

15 NMMS Quarterly Report

15 NMMS Quarterly Report

15 NM Secretary of State Registration 
Filing Deadline

15 IRS Form 990 Filing Deadline

15 Taxes Due

31 NM Attorney General Filing Deadline

DECEMBER
S M T W T F S

1 2 3

4 5 6 7 8 9 10

11 12 13 14 15 16 17

18 19 20 21 22 23 24

25 26 27 28 29 30 31

NOVEMBER
S M T W T F S

1 2 3 4 5

6 7 8 9 10 11 12

13 14 15 16 17 18 19

20 21 22 23 24 25 26

27 28 29 30

OCTOBER
S M T W T F S

1

2 3 4 5 6 7 8

9 10 11 12 13 14 15

16 17 18 19 20 21 22

23 24 25 26 27 28 29

30 31

• Zoomed out view

• Record things that aren’t 
happening in the current 
month.



Quarterly Focus

ECONOMIC TRANSFORMATION STRATEGIES · PRIORITIES · FOCUS PERSONAL DEVELOPMENT
Books · Classes · Meetings for Personal Growth

QUARTER 1 QUARTER 1

QUARTER 3 QUARTER 3

QUARTER 2 QUARTER 2

QUARTER 4 QUARTER 4



Ideal Work Days  
& Daily Routines

URGENT NOT URGENT
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 SAMPLES — DAILY ROUTINES ·  IDEAL WORK DAY/WEEK THE EISENHOWER MATRIX — PRODUCTIVITY THROUGH PRIORTY 

The Eisenhower Matrix improves productivity by teaching you how to prioritize better. 
This technique helps you learn which activities are worth your time and effort, and 
which ones aren’t.

This is crisis management. Reduce the 
time spent in this quadrant by doing 
more work in “SCHEDULE” blocks.

• Finish a grant due this week.
• Prepare for a meeting later today.

• Attend a networking event
• Put together a civic presentation 

for next week.
• Start on a grant due next month.
• Respond to new requests to 

manage expectations

• Sales emails / calls
• Request for copies of files on your 

website
• Serve on a planning team for a 

project outside of the district.

• Transcribe last week’s 
meeting notes

• Fold and mail stakeholder 
updates

• Organize files
• Take photos for social media
• Thank you notes to sponsors 

and donors

Example:

Example:

Example:

Example:

Empower others!

Work ahead. Spend as much time here 
as you can. It will require planning and 
strategic thinking.

Limit or eliminate ideas and tasks that do 
not align with your organizations mission 
and goals. They may be worthwhile, but not 
a good choice if they stretch you too thin. 
Learn to say no!

DO 
Do it now

DELEGATE 
Who else can do it? Board? Volunteer?

SCHEDULE 
Schedule a time to do it later

LIMIT 
or eliminate

• Things That Repeat

• Boundaries

• Personal Care Routines



Monthly Calendars

“ Your victory is 
right around the 

corner. Never 
give up.”

— NICKI MINAJ

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

2 3 4 5

9 10 11 12

16 17 18 19

23 24 25 26

30 31

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

1

6 7 8

13 14 15

20 21 22

27 28 29

10
OCTOBER 2022

DAILY HABITS
PRIORITIES THIS MONTH: QUARTERLY/ANNUAL TASKS:

VOLUNTEER HOURS

1 6 11 16 21 262 7 12 17 22 273 8 13 18 23 284 9 14 19 24 295 10 15 20 25 30

1 6 11 16 21 262 7 12 17 22 273 8 13 18 23 284 9 14 19 24 295 10 15 20 25 30

1 6 11 16 21 262 7 12 17 22 273 8 13 18 23 284 9 14 19 24 295 10 15 20 25 30

1 6 11 16 21 262 7 12 17 22 273 8 13 18 23 284 9 14 19 24 295 10 15 20 25 30 31

1 6 11 16 21 262 7 12 17 22 273 8 13 18 23 284 9 14 19 24 295 10 15 20 25 30 31

1 6 11 16 21 262 7 12 17 22 273 8 13 18 23 284 9 14 19 24 295 10 15 20 25 30 31

• Migrate from Future Log

• Daily Habits

• Monthly Priorities

• Quarterly/Annual Tasks



Monthly Dashboard
07 JULY 2022MONTHLY DASHBOARD 07 JULY 2022MONTHLY DASHBOARD

• Monthly Flex Space

• Notes

• Tasks

• Reminders

• Targeted

• Can be split

REMINDER:
It’s a FLEX space; it can 
change and adapt to what 
YOU need!



Monthly Dashboard Ideas

4 Points Tasks
Weekly Reminders
Social Media Post Ideas
Volunteer Tracker
Potential Volunteers
Potential Donors
Expense Tracker
Income Tracker
Business Visits
District Opportunities

New Idea Tracker
“Brain Dump”
Personal Tasks
Children Tracker
Home Chores
Specific Activity Tasks
Memory Keeping
Roundtable Notes
Yearly Focus Progress
Media Tracker



Meetings

• Executive

• Board

• Other Meetings

HIGHLIGHTS
• Before Meeting Tasks

• After Meeting Tasks

• Next Meeting Date

07 JULY 2022EXECUTIVE MEETING BOARD MEETING

MEETING DATE: MEETING DATE:MEETING TIME: MEETING TIME:

MEETING TIME: MEETING TIME:

BEFORE THE MEETING: BEFORE THE MEETING:

NEXT MEETING DATE: NEXT MEETING DATE:

FOLLOW-UP/TASKS: FOLLOW-UP/TASKS:

MEETING NOTES: MEETING NOTES:

07 JULY 2022MEETINGS

MEETING DATE/TIME: MEETING DATE/TIME:

MEETING DATE/TIME: MEETING DATE/TIME:

MEETING: MEETING:

MEETING: MEETING:

NEXT MEETING: NEXT MEETING:

NEXT MEETING: NEXT MEETING:

FOLLOW-UP/TASKS: FOLLOW-UP/TASKS:

FOLLOW-UP/TASKS: FOLLOW-UP/TASKS:

MEETING NOTES: MEETING NOTES:

MEETING NOTES: MEETING NOTES:



Weekly/Daily Tasks
WEEKLY PLANNING
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   Start Up Routine    Start Up Routine    Start Up Routine    Start Up Routine    Start Up Routine

   Shut Down Routine    Shut Down Routine    Shut Down Routine    Shut Down Routine    Shut Down Routine
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10 OCTOBER 2022

• Migrate Tasks from 
Monthly Calendar

• Try Timeblocking (or don’t)

• Routine Reminders

• “Next Week” Space



But where 
is all the 
color?

up next: Connie



• How I use my planner 

• Favorite Features

• Master the morning start up routine! 

“Most of us spend too much time on what 
is urgent, and not enough time on what is 
important.”
— Steven Covey, 7 Habits of Highly Effective people



Making it fun 
 (items from Dollar Tree - washi tape, stickers, colored pens)

Ordered online from 
printme1.com

up next: Elizabeth







up next: Julia



• Try Monthly Themes

• Stickers

• Color-coding

• Washi Tapes

• Photos

• Printables

Adding 
Personality :)



The expert in 
anything was 

once a beginner.

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

3 4 5 6

10 11 12 13

17 18 19 20

24 25 26 27

31

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

1 2

3 4 7 8 9

10 11 14 15 16

17 18 21 22 23

24 25 28 29 30

07
JULY 2022

DAILY HABITS
PRIORITIES THIS MONTH: QUARTERLY/ANNUAL TASKS:

VOLUNTEER HOURS

1 6 11 16 21 262 7 12 17 22 273 8 13 18 23 284 9 14 19 24 295 10 15 20 25 30 31

1 6 11 16 21 262 7 12 17 22 273 8 13 18 23 284 9 14 19 24 295 10 15 20 25 30 31

1 6 11 16 21 262 7 12 17 22 273 8 13 18 23 284 9 14 19 24 295 10 15 20 25 30 31





07 JULY 2022MONTHLY DASHBOARD





07 JULY 2022WEEKLY PLANNING
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up next: Lisa







up next: Robyne



Comments from 
Other ED Testers?



Our Next Steps



Q&A TRY IT OUT!
OCTOBER - DECEMBER 2022

DOWNLOAD FILES TO YOUR 
LOCAL SYSTEM 

 (in case they ever move) 

bit.ly/nmmsplanner2022 

http://bit.ly/nmmsplanner2022
http://bit.ly/nmmsplanner2022 
http://bit.ly/nmmsplanner2022


Thank You!

ROBYNE BEAUBIEN
NMMS Promotion

Robyne Beaubien Consulting

robynebeaubien@gmail.com
575.693.0814

JULIA ROYAL
NMMS Graphic Design  

Leighton Moon

hello@leighton-moon.com
912.655.0341

TRY IT OUT!
OCTOBER - DECEMBER 2022

bit.ly/nmmsplanner2022

http://bit.ly/nmmsplanner2022
http://bit.ly/nmmsplanner2022

