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PART 1 - ORGANIZATION

1. 

LET'S DO SOME MAGIC! 

Let's take a look at what you have going on right now, organise it all 

and make sure your ready to execute your big dreams and goals. 

Than we'll get to in the planning phase. 

We won't be able to get everything done right now during this call, 

but you'll get a great overview of what you'll should get done in order 

to get all organised and ready to rock your business in the next 6 

month. 

Ready to get your shit together? 

Yes? If no than what the hell are you doing here?

What type of systems do you have 

in place right now? 

Are there any areas in your 

business where you have no idea 

what is going on? 

Are there any areas that are clearly 

a mess? 

Digitally or analog, it doesn't really 

matter! 
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Now let's talk about creating a command central. 

I've created mine in Trello and I would recommend you to do the same. 

Trello is my brain. 

I've all my lists, all my planning, my archive, there. It's the place where I share stuff with my team and 

clients. I've my editorial calendars there, my social media content, basically my whole business live on 

Trello.  

2. 
Take a moment and write out all the things you do in your business where more than one step is 

involved. Start with the things you do most often and than move your way to the stuff that's less often. 

Write them all down. 
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3. 

STEP: 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
...

LET'S DO SOME MAGIC! 

Time to choose one and break it down think about all the things that go into that task and create a 

checklist. 

That way you won't miss out doing anything when you need to get stuff done, but even better it get's 

easier to hand things off. 

We can't create and write out all the processes at this very moment, but just make it a habit that every- 

time you do a recurring task.  Just write down your process while doing it. 

Creating a command central isn't something you just do in 5 seconds, it will take a while and is ever 

changing. As is the way you work and the projects that you have going on.  
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4. 

LET'S DO SOME MAGIC! 

Now let's get to the next phase of creating your command central. 

Let's create project boards. Every significant part of your business and every project will get it's own 

Board. For now just write all projects, all business elements and all the resources you need down here. 

You can go in and create your boards later on. 

Than it's time to think about what structure makes most sense for which board. There are many options, 

but it makes sense to think about it before your fill your board with stuff.  

Take a look at the workshop recording where I show you different ways to organise your Trello Boards. 
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Now you've prepared your command central. It will take you a bit of time to implement all we've been 

going through so far, But that's ok. Just get more and more organised step by step. 

There is no magic pill. 

I'm a pen and paper girl, but a few years back I started to transfer my notes out of notebooks into Trello, 

Trello helps me move around notes quicker when I plan out projects, it makes writing stuff again and 

again unnecessary. Because you can just drag and drop notes. 

So give Trello a try, take the time to get comfy, learn about the different functionalities and make it 

yours. It will change how you run your business and how much stuff you'll get done, while gaining back 

pressures studio time. 

5. 
Organise your supplies,  your artworks, all the physical things you have.  

Buy transparent boxes, labels and get to work. 

Get rid of all the unnecessary stuff. 

Yes I know I do have many supplies too, many I don't use a lot. You don't need to get rid of it all but 

make sure it's all labeled and stored in an organised logical way. So you don't spend tons of time 

searching for materials. Plus the more help you get the more important it becomes to make sure that 

your helpers can actually find stuff. 

Get rid of the stuff that you don't enjoy using or don't need anymore. 

Give it to your neighbour kid, give it to a fellow creative who would enjoy the materials or in case it's truly 

not reusable or donate-able toss it! 

6. 
Now let's do the same with your Computer, external memory drive, SD cards and all the other places you 

have where you store digital data. 

I know it's a daunting task, you probably have years of data spread all over the place, organising it will 

help you get to know what you actually still have and can use. You can get rid of all the things you don't 

need anymore and make space for all the awesome things that you have coming up.  

Save all the important data you'll need on two external memory drives. This seams nuts, but I can't tell 

you how shitty it is when you have one and it dies and you can't get to your stuff. 

Yes totally happened to me. 



BUSINESS PLANNING & ORGANIZATION 
- 

A SPARKLING CREATIVE WORKSHOP

PART 2 - PLANNING

LET'S DO SOME MAGIC! 

Now let's talk about your books, your financial stuff. It's time to get your shit together. 

Organise your bills, get an accountant set up systems. Catch up, don't let this stuff slip away. 

Even if the financial side isn't looking good at the moment get an overview. 

How much depth are you in? 

How much money do you need monthly to pay your expanses and life a good life? 

How much money do you need to run your business? 

How are you managing your retirement? 

Insurance/ especially health? 

Even if you can't get health insurance right now or do something about your retirement, start educating 

yourself and organising your paper work. 

This will give you an realistic idea how much money you need to earn to take good care of yourself 

7.

8.
Let's start dreaming! 

What is it that you want in the next 6 month to a year? 

What are your big goals? 

 Which goals do you have, but are afraid to share with the world because you think they are just a little 

bit too nuts? 

How much money do you want to make? 

Are there any big goals in your personal live that will influence your business goals, buying a house, 

having a kid, getting a car, traveling, what ever it is write it down! 

Fill in the Dream Mind Map on the next page. 
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DREAM MIND MAP
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All the dreams and desires you've just written out in your Mind Map are now going to get there very own 

Post it.  

Spread them out over a table and create categories. For example group all the business goals you have 

into one category, all the things you would like to do for your creative development, travels,... you get the 

idea.  

After you've categorised all of them start creating priorities with in each category.  

9.

10.

GOAL: 

STEPS: 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
...

Choose the most important goals and break them down in to do's / phase.  

I know you could possibly do this with all of them, but in order to keep things doable start with just 3-5 

and than when you're well on your way to achieving them add on more.  

I like to choose one or two top goals out of each category I have. That way I'm not neglecting an area of 

my life. 
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10. GOAL: 

STEPS: 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
...

GOAL: 

STEPS: 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
...
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Get out your calendar and block out all the times you already know your going to be off work in the next 

6 to 12 months. Your vacations, times you'll be traveling to family, Kids off from school, all the things you 

already know will stop you from working. 

This doesn't mean you can't reckon to get closer to your goals in those times, but it will help you get a 

realistic overview as to when you can actually get what done and how much time you'll have available to 

do so.

11.

Time to spread out your goals over the next 6 to 12 month. Be realistic! 

Don't over commit yourself, it's better to add in more later on than already feeling overwhelmed when 

looking at your calendar. It's  not really encouraging to miss deadlines or feel like you haven't achieved 

what you set out to do. 

Better to exceed your goals. 

If you have a family and partner to consult, make sure to do so. Creating a realistic plan is all about 

communicating it with all people involved. Bring your kids on board and you team!

12.

10. GOAL: 

STEPS: 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
...
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Check in with your goals, dreams and your planning regularly. Maintain the organisation you've 

put in place and keep on building up on the foundation you've just laid.  

Organising you business and planning for the future isn't a once done always done thing.  

You should revisit the organisation every week and check in with your planning weekly.  

This will help you stay on track of things. 

CONGRATULATIONS! YOUR NOW 
READY TO ROCK THE YEAR. 


