Ideal Week Schedule

	Time
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday

	8:30 am
	Arrive at Work
	Arrive at Work
	Arrive at Work
	Arrive at Work
	Arrive at Work
	

	8:30 – 9:00 am
	Organize workflow, Read mail, e-mail, etc.
	Organize workflow, Read mail, e-mail, etc.
	Organize workflow, Read mail, e-mail, etc.
	Organize workflow, Read mail, e-mail, etc.
	Organize workflow, Read mail, e-mail, etc.
	Off

	9:00 – 10:00 am
	Return phone calls
	Telephone Calls
	Appt. #4

(long Appt such as solution presentation)
	Appt #5
	Appt. #8 (long Appt such as solution presentation)
	Phone Calls (if needed)

	10:00 am - noon
	Weekly Office Meeting
	Case Analysis, Financial Plan Production,  or Appt(s)
	
	Case Analysis, Financial Plan Production,  or Appt(s)
	
	Phone Calls (if needed)

	Noon – 1:00 pm
	Lunch
	Lunch
	Lunch
	Lunch
	Lunch
	Off

	1:00 – 2:00 pm
	Market Overview (1:30 – 2:00 PM)
	Appt#2
	Client Acct Management/rebalancing/trading
	Appt #6

	Return phone calls

Clear desk and calendar of work items, etc.
	Off

	2:00 – 3:00 pm
	Return phone calls
	
	
	
	
	Off

	3:00 – 4:30 pm
	Case Analysis

Group session
	Return phone calls
	Return phone calls 
	Return phone calls
	
	Off

	5:00 pm
	Priortize/organize next day, setting tentative schedule
	Priortize/organize next day, setting tentative schedule
	Priortize/organize next day, setting tentative schedule
	Priortize/organize next day, setting tentative schedule
	Priortize/organize next week
	Off

	5:30 pm – 7:00 pm
	Evening appt. (if scheduled) #1
	Evening appt. (if scheduled)#3
	Off
	Evening appt. (if scheduled) #7
	Off
	Off



           Me time              Task Management               Appointments                 Critical Tasks                Communications
