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lime is your greatest
revenue-producing

ASSE T



1. CLARITY

You begin with the end in
mind. You have a clear
vision of the end result you
are working to achieve.

2. FOCUS

You are fanatical
about focus. You direct _@_
your attention where

it will have the greatest
impact and value.

3. PACE

You are active, not busy.
You work hard but are not
overwhelmed.

Busyness is a sign of poor
mindset and methods.

LIMITLESS
ADVISOR

PRODUCTIVITY
MINDSET

Protect the asset. You are the
asset. Maintain your body, mind,
and spirit for peak state.
Compromise has serious costs.

5. INTENTION

All efforts have a purpose.
You've learned "No" is a
complete sentence and
selectively focus where it
matters most.

6. PROCESS

You manage work, it doesn't
manage you. You achieve hyper-
efficiency with routines, systems,
and automated workflows.
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WHAT WAS YOUR
AVERAGE HOURLY RATE IN 20257

Total income / Total hours worked

e S50 hour
e S250 hour
e S500 hour

e S1.000 hour




SHOOT FOR: $1,000 hour ROT

TOTAL REVENUE GENERATED / TOTAL # OF REVENUE-PRODUCING HOURS

EXAMPLE:

« Alek works 2,000 hours a year. Alek generates $250,000
iNn revenue.

* Alek spends 1,000 hours a year on revenue-producing
activities.

« $250,000 revenue / the 1,000 hours worked to generate
and manage that revenue is the ROT, Alek’s Return on
Time (ROT), or S250 hour.

« At $1,000 ROT, client segments generating $5,000 a
year would receive an average of 5 hours of Advisor
time in the service model.

RETURN ON TIME




YOUR ATTENTION,
PLEASE %,

Mobile phone use: 4+ hours day

Time on social media: 136 mins day

# times/day check email:  74-168

Texting or messaging: 33-128x day
Recovery 25 min, 15
time/distractions: sec

HOURS SPENT BY THE TYPICAL FINANCIAL ADVISOR
ACROSS VARIOUS WEEKLY TASKS

B Direct Client Activity Back-Office Tasks Cllent-Facing Tasks

B Business Developrnent B rcoting Prep B Mesting wicurrent Clisnts
B investment Management B planning Analyses

B Administrative ¥ client Servicing Tasks

B professional Developrnant
Management/Other

€ Michael Kitces, wwawe kitcescom

The deck is stacked against you




ELIMINATE -
DISTRACTIONS

Eliminate

Your Distractions
Schedule(s)

Draft
Scripts

R

HOUR PRODUCTIVE [CKICEee
WORK HOURS Everything
DAY
Create
Barriers to
PRODUCTIVITY HACKS Fny
o How to Set up Your iPhone for Focus and
Productivity Protect
o Scheduling Software (Acuity, Calendly) Afszit $1,000/hr
o Site blockers (Focus Booster, Brain Focus, Stay S
Focuged) Avoid Fake
o Disable ALL phone notifications except 2 Ed e
(school & spouse)
o Time management apps (Rescue Time)
o Put a picture of what matters on your desktop
o See Taking Control of Your Time Guidebook



https://medium.com/better-humans/how-to-set-up-your-iphone-for-productivity-focus-and-your-own-longevity-bb27a68cc3d8
https://medium.com/better-humans/how-to-set-up-your-iphone-for-productivity-focus-and-your-own-longevity-bb27a68cc3d8




FOCUS ON WHAT MOVES THE NEEDLE

Energy-creating

EVERYTHING ELSE

Bookkeeping Portfolio Pqperwork
Graphic design management SQrV|Ce requests
Scheduling Office management
Checking email Flights/Travel
Data entry Scheduling
Compliance tasks Marketing admin

Small client meetings



DO ONLY

energy-creating,
revenue-producing
ACTIVITIES

SUCCESS STRATEGY:

Develop a 90-day plan to
focus only on energy-
creating, revenue-producing
activities. Implement  with
vigor and, in one year, your
practice can be wildly better.
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ANNUAL CALENDAR

the vehicle for the vision

SCHEDULE PRIORITIES..

« Vacation and holidays

« Client surge weeks

« Client events

*  Marketing time

* Quarterly billing

* Quarterly Business Review

« Annual / Strategic Planning
« Other VIP items

Model Office Annual Calendar Example: 3 Meetings a Day |

o WinCalendar March 2021 \ \ =
February 2 EIEEE
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—~N CLIENT MEETING
SURGES

Batching meetings for maximum efficiency and deeper value

THE Meel/ngPROCESS: BEST PRACTICE

4 Simple Steps to a More Streamlined, Satisfying Review Meeting Experience

2 PREPARING 3 THE MEETING 4 FOLLOW-UP
Py 1 3y
i oy it
i ® Contoct clients and * Review cliznt sitvation; * #heoting Boom, prepped Droft Cne-Page Flany
provida Acuity link ronfirm Maating Aganda i & raady Meating Summary
A ereweks ol | 1-3 days following
i i = It onesita, graat ond divact to
P Send raminder 1o = Emoail Mesting Agendo 1o meeling room Cine-Page Plan /Meeting
i cliant tor tesdbodk i Surnmory to client
3 wecks out - I \rlr||.lc||, IDgI" with 3 dn}.rs past I:NLT 5 da:.rs:l
i walcome glide
i Call clients that * Engage COl fouchpoint i 1.5 minutes prior Post mesting check-in with
| howan't schadulad 3 waaks ot cliant
* Fheet with client(s) 30-80-90 devys [tallsr)
i = Coasa Prap: One-Poge Plan, i 75 mirntas
= ZFend Meesling projections, moleriols
Confirmation Letter 2 wecks out * Advlsar downloads
1 H roles & el sfeps
: * Ramindar Email to cliant /000 15 min tollowing
: 1 wreek vul
= Prag “Mesling Room”
Day of
E +  Schaduling smail = Maating Agandn © Parsonal welcama Maating followsasp amoil
-EL weabenduor link * Mesling reminder with ugenda © Meeling snvironment
v * Remindar amall with for input = Meating materials
5
2 colendor link © Mesling Agenda LESSON RE\/l EW
ﬁ = Meating contiremation latter = Talking points

CLIENT MEETING
SURGES
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surge and non-surge weeks

SCHEDULE PRIORITIES..

* Mondays: work “on” business
* Tues-Thurs: client meetings or other

Fridays: free or focus on
growth/priorities

Non-surge weeks:

* Business development

* Business management

» Portfolio management

« CE/Professional development

« Team training and development
 Freetime

. ) . Client '
o simply EMoving

8:00
8:30 5 CLIENT FRIDAY
9:00 2y Prep & g GROWTy
D: 3 BUS'NES
9:30 ily Prep g Emai S, FREE

10:00
10:30

7:00

11:00 Dally Prep g gy 7:30
- Daily p, 8:00
1130 &*b"”ﬂ “ PP & Emai 8:30

8:00
230
C:00
2:30
00

20

Weekly Advisor Schedule: No Client Meetings SMPLE

INSTRUCTIONS: The below is template for you to customize to your own needs. We recommend time blocking so each day of the week is set aside for a specific purpose. When using
the template to create your own schedule, we recommend adjusting to accommeadate your annual schedule (days out of the office, sfrategic planning days, client meeting weeks, efc )

as time should flex to accommodate the broader picture. Another option is to create focus weeks where types of days (business work, client meetings, time off months) are grouped by
week rather than by a regularly assigned day of the week. You can use this model to define the day "types" by simply removing the days of the week and adding any additional day

FRIDAY “0

0

MONDAY TUESDAY WEDNESDAY THURSDAY

Prospecting / Out Of Office

Limitless

Meetings & Clients Meetings & Clients

Prep Day

7:00

7:30 8:30 - 4:30 EXAMPLE

8:00

8:30 Daily Prep & Email Daily Prep & Email Daily Prep & Email Daily Prep & Email Daily Prep & Email

9:00 9:00

9:30 YOU DECIDE YOU DECIDE YOU DEGIDE 9:30

10:00 Free or work, your call Free or work, your call Free of work, your call 10:00
12:00 MONTHLY BUSINESS LUNCH LUNCH LUNCH 12:00
12:30 for people with teams MARKETING LUNCH LUNCH QUT 12:30
1:00 buffer buffer buffer LUNCH OUT 1:00

1:30 RNy T 1] G ENTSERVICENN I CIENTSERVCENIN eSS cAs I I

2:00 Founder / Partners =

2:30

3:00

3:30

4:00

4:30




THE TRUSTED ASSISTANT

Alek holds client meetings in April and October
after taxes have been filed and to do year“end
ollelglaligle}

If you have a pressing issue, Alek is happy to
meet with you for 30 minutes (next Wednesday
at 2), or | can schedule a phone call (tomorrow
at 1.30),“etherwise we prefer to meet in April so
we can be prepared for a full meeting.

't was great seeing you today. Alek would like to
get together again in October. Can we
schedule that now or should | call in July?

Alek sees clients on Tuesday, Wednesday, and
Thursday. Which of those days works best for you?
(answer) Great. Alek has a meeting time at 10 or 2
that day. Do either of those times work for you or
should we look at a different day?

Alek reserves Mondays for planning work and
preparing

for that week’'s meetings; so he is avgg

on Tuesdays, Wednesdays, or

DATE

DATE be a good day for you?




: WANT TO BUILD A
Y $1MPRACTICE?

S TOP DOING
----- S50 HOUR WORK

THE TRUSTED ASSISTANT
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il 3-4x day
Mail 3-4x
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only check email 2x day s
set social media limits on phone
hire a virtual assistant
use Calendly / app for ©
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Taking Control of Your Time Lesson

Time Article
Stephanie Bogan

Essentialism
Greg McKeown

Atomic Habits

Carol Dweck

Deep Work
Cal Newport

Getting Things Done
David Alle
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* Read
Taking Control of Your Time
Guidebook

« Complete

Above-the-Line Task
Transition

Starting Today, | Will... Exercise
* Draft

Your Annual Schedule (Wall

Calendar)

Your Weekly Schedule

e

e

x"

-f ﬁ Q

» Select 3 Productivity Hacks to try (then
try another..)

» Get serious about using your Success
Shifter
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