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HELLO & WELCOME

A message from
our founder.

When we're busy, and the lines between
work and home life become blurred, things
can quickly become unbalanced. It's easily
done. In fact, it's feeling like more and more
of a challenge in today’s working world. It’s

OK. I've been there - and | get it.

It’s also why you're here, right? No problem.
Over the following few pages, we'll show
you how to get the best out of your

Balance Planner - and your time.

So grab a pen, get comfortable

and let’s get started.

Ollie
Founder of MindJournal
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First things, first

We know you're excited to start, but before
you do, head to the back of your Balance
Planner to complete the toolkits.

Set a SMARTER goal, establish some healthy
habits and create a self-care plan to get the
most out of your first month. The following

pages will guide you through each.

Ready? Let’s go.
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HOW IT WORKS

Toolkit: Goal setting

Knowing how to set goals is an important
skill. It encourages you to contemplate what
you truly want out of life—but achieving your
goals? Well, that’s a whole different ball game.

Science says that around 90% of people don't

achieve their goals. So what's the secret sauce
the other 10% are hiding? It's simple: they
understand the importance of effective goal
setting.

Goal-setting is a productivity superpower
used by everyone, from top CEOs to Olympic
athletes. It helps you get clear on what you
want to accomplish, why it's important to you
and, crucially, how you're going to make it
happen.

Before you start your first month, set one goal
using the SMARTER framework. Then, you can
pave a path to success through your monthly,
weekly and daily views.

Want to learn more about SMARTER goal
setting? Head over to our blog.


https://www.statisticbrain.com/new-years-resolution-statistics/
https://www.mindjournals.com/blogs/read/goal-setting-achieve-smart-goals
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HOW IT WORKS

Toolkit: Goal setting

Set goals that are specific, measurable, achievable,
relevant, and timely. Then evaluate and readjust as

needed. You can do this.

GOAL 3: WRITE YOUR GOAL BELOW /S/M/A/R/T/E/R GOAL SETTING

L going Lo earn o proreolion and beceme a cenisr markeling
speciodisT. 7 will de This by compleling the level 3 cowse, Lnking
o furlher responsibililies for a month, and requesting a reyien

TIMELINE: ) Short (1-12 weeks) ._/Medium (3-6 months) ) Long (6-12 months)
LIFE CATEGORY: PICK OR ADD YOUR OWN
_ Physical ‘Drofessional . Financial

Emotional ) Social ) Spiritual

MOTIVATION: WHY IS THIS GOAL IMPORTANT T0 YOU?
Gaining this promolion will give me a slyong sense of price and
accemplishment. JU will allow me Lo goin The confidence Lo Lake
iy coreer Lo the nexl leved (o ime and iy foamily.

MILESTONES: LIST THE STEPS YOU NEED TO TAKE TO ACHIEVE YOUR GOAL KEY DATES:
Enpol] en leved 2 course 01.07.22 v
Cemplele level 3 comrse 26.07.22 v
Meeling wilh Tem Lo discwss exlin responsibililies  09.08.22

Book in revien meeling 09.08.22

Complele monlh 1, yack and evaduale progrese  05.09.22
Complele month 2, rack and evedluale progress  07.10.22
Complele month 3, lyack and evaduale progress  08.11.22

Review meeling & presenloalion 79.11.22
Fromotion 77.77.22
REWARD: DATE COMPLETED:

Breods wilth fumily
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1 Set a SMARTER goal and a timeline

Write down your goal and check if it meets
the SMARTER framework criteria. Is it short,

medium or long-term?

2 Pick your category

What life category does your goal fit into? It may
fit into more than one. Is it physical, like training
for a 10K or financial, like clearing your debt?

3 Motivation

Why this goal in particular? Maybe you're
focusing on your health or want to gain more

financial freedom.

4 Milestones and key dates

Achieving your goal might not happen overnight,
but that’s OK. Break it into manageable chunks.

Small wins will help you achieve the big ones.

9 Reward

Often we go through life without ever stopping
to celebrate our achievements. Here's your
chance to change that. How will you reward
yourself?



HOW IT WORKS

Toolkit: Habit tracker

The Balance Planner is all about maximising
life’s good bits. About paying attention to the
things you want to - not just the stuff you
have to. The same goes for your habits. While
avoiding unhealthy ones is always a good
idea, it's also powerful to identify the positive
behaviours you want in your daily or weekly
routines. That could be regular morning runs,
journaling for at least 15 minutes daily or
drinking more water. Simple everyday stuff
that will inch you towards becoming the best
version of yourself. If motivation is what gets

you started, then habits keep you going.

The thing is, forming healthy habits that you
can stick with takes time. And while you wait
for the positive effects of these new lifestyle
choices to kick in, it's good to get some
immediate feedback. After all, how else will

you know if you're on the right path or not?

That's where the habit tracker comes in. For
your first month, choose a handful of healthy
habits you want to incorporate into your day.
You can review these and update them if
needed for months two and three.



1 Set your habits

Whether it's going to sleep earlier or restricting
your screen time, write down the habits you

are aiming for at the bottom of the tracker.

2 Track your progress

Add the days of the week along the top, and add
a cross, tick or dot every day you achieve it.

If there are habits only applicable to work,

or you don't need to do them daily, leave the
square blank or cross it through to keep track.

2_

- MTWTESSMTWTES SMTWTESSMTWTF LS
.HABIT: -1 2 3 4_5-6.7.3.9_10_11.12-13_14:15 16 17:13_19-20-21-22.23.34.25 26 27 28 2
3 Medilale seeeeeseeeeese®00oooooooooooo)
Wawéa—wt i | ®| 0 i-rﬁﬁf . rﬁr ml(=ll= 7‘* T-f-:—-—.r.r.r Olo|o|lC
Woall @ lunch o o o o/ /o @0 1/ /) Hlololololololololoo|c
Finish @ Spm @@ ®|0|0|2| 2|0 w|@|z|z|o|o ‘ n|o|o|o|o|o|o|o|o|ol:
.JMI%M' wlo|®lols|o|s|ole|os|als|ololololalololalolalalololol o
,475%,0&940,0% e o e P e e J‘ Hlolalalalalolalalo

lese coreen lime o o o o o

Zeodf ﬂ’&L‘ﬂOQEBﬂOJJJ‘LLLL




HOW IT WORKS

Toolkit: Self-care plan

Self-care tends to fall into six categories:
physical, emotional, professional, social,
financial and spiritual. And we need a good

balance of all six to feel at our best.

Essentially, a self-care plan is the best way

to make looking after yourself part of your
routine. Sometimes we focus on some areas
more than others, despite science suggesting
they're all important. In fact, making balanced
self-care a part of your life is known to
reduce stress and the effects of burnout. It
also helps you feel more in control of your
circumstances so everyday life doesn’t get too
overwhelming. Life isn't just about work. Or at
least, it shouldn't be.

Although there’s no definitive list of self-care
activities, the toolkit can help determine what
works for your lifestyle. And if it enhances
your physical, emotional and mental well-
being, it counts.

Your self-care plan will feed into your month,
week and daily views, allowing you to keep

balance at the front of your mind.

10



HOW IT WORKS

Toolkit: Self-care plan

The self-care plan will show you the areas you are
happy with and those you aren’t. And then give you

the tools to put yourself at the top of your list.

SELF-CARE PLAN

Self-care scorecard: Evaluate your self-care. 1 2 3 & 5 6 7 8 9 10

PHYSICAL: : L Lk g A 4 ) O (
EMOTIONAL: / '
Struggling with fauily lise, feeling guilly and picoing then
PROFESSIONAL: / L) ) O
SOCIAL: / A O (
towe been finding a o6 balance, bul need mwore consistency
FINANCIAL: ) O ) i /
SPIRITUAL: £y ) / ) _ 5 ) O
Waking up thinking aboul werk, need te staut iy dowy difterently
ToTAL: SZ AVERAGE: (TOTAL= 6) 5.3

2 PICK THREE CATEGORIES TO FOCUS ON: SET THREE SELF-CARE ACTIVITIES TO DO: 3
. Emelional 1 Spendl mere Lipne with faunily
1. Frofescional 1. Complele level 3 couuce
. Speritual . Dailoy medilalion

4 BLOCKERS: WHAT'S STOPPING YOU SOLUTIONS: WHAT WILL HELP YOU 5
| Werking leg lale 1 Flnish al Spie every doy

3 FMWWQW 3. Kbl Lracker & sel lyne

11



1 Self-care scorecard

Rate the six self-care categories out of 10 (1
being poor, ten being great). Then total them

up and work out your average.

2 Focus categories

Next, highlight the three categories with the
lowest scores. These are the ones to focus on

and improve.

3 Self-care activities

Now list some activities that would support
those areas. Some may cover more than one,

e.g. a run with friends (physical and social).

4 Blockers

Is there anything getting in your way? Whether
it's needing some new workout gear or finding

someone to run with, write it down here.

5 Solutions

For every blocker, there will be a solution. Get
those new trainers, and set up a running group

chat to see who’s interested in joining you.

12



HOW IT WORKS

Month view (left)

Zoom out and see the bigger picture. Plot your
appointments, events and deadlines, and you'll

immediately make sense of your time.

that make you feel good and bring you closer to the people you care about.

1 YEAR: 2022 JAN FEB MAR APR MAY JUN @ AUG SEP OCT NOV DEC
Monthly calendar: If it’'s not on your calendar, it doesn’t get done.
MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
2 7 5 6 7 g
Cource Datle
6-—% MQM
o / — /
77 72 /3 79 75
Denlist Cowrce
5. 20t b-Tpun
v v : 5
78 /7 20 27 22
3 Couwrce
6-Tpre
v - 5
25 26 27 28 29
cource we'th Veek
v v
7 V4 < 9 5
Tip: Use this section as a quick way to set your priorities for the next month.
5 The key to a fulfilling life is not just achieving goals, but making space for activities

13




1 Year, month and quarter

Add the year, month and quarter to help you
track your progress. It will help you look back

and see how far you've come.

2 Date

For each day, add the date in the grey box.
Once achieved, completed or finished, check
the smaller box bottom right.

3 Goals and milestones

Plan out significant goals or milestones in the
monthly view. It will give you a snapshot of

what you're working towards.

4 Appointments, events and deadlines

Also include activities such as meetings, social
events or work deadlines to keep you on top

of the month ahead.

> Top tips

You'll find guidance in these grey boxes
throughout the Planner. This will help you if

you're ever unsure of what to do.



HOW IT WORKS

Month view (right)

Plan your path for the month ahead. Focus on
specific areas of self-care, achievable goals

and tangible rewards to treat yourself.

QUARTER: QT []2‘ []3) 04 MONTH 1/ 3

Monthly focus: Plan the month ahead.

SATURDAY SUNDAY
| WHAT AREAS DO YOU WANT TO FOCUS ON?

v/ 70
" Physical '_/Spiritual
.._I/Emotional

"._./Professional

| 76 77 -L_[Social

6
_ Financial |
WHAT THREE GOALS/TASKS ARE YOU WORKING TOWARDS THIS MONTH? 7
| - . Balonce 6f wenk/fonnilyy lipne
i 27 . Medilale every 1meming
. Complele leved 3 couse
| L [ WHY ARE THESE GOALS/TASKS IMPORTANT? 8
s 37 Spending mere tipe with Sanfbide
The8  Clopr head for the douy
hrthday Meving lewoudls a promolion
Ve E  WHAT WILL HELP YOU ACHIEVE THESE GOALS/TASKS? 9
Dinner Finish werk al S
wilth Dast Use medlitalion app
| Slicking o o cel liyne for leauning
HOW WILL YOU REWARD YOURSELF? 10
Life is long if you Weetendd Mwwgm Aendle
know how to use it.
Seneca
10
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6 Focus areas

Complete a self-care toolkit before you get
started. It will help you narrow down your

focus areas.

7 Goals and tasks

Now get specific with your goals. This could
be completing a course to further your career

or spending more time with loved ones.

8 Why are they important to you?

By writing down why they matter to you, you'll
find motivation to keep on track and achieve

them.

92 What will help you acheive them?

It could be something small like working no
later than 5 pm or having dedicated time each

week for learning.

10 Decide how you will reward yourself

Adding a reward can help to keep you motivated.
Treat yourself, whether that's a meal at your
favourite restaurant or a day out with friends.
Whatever brings you joy.



HOW IT WORKS

Week view (left)

Tailor-made for short-term planning, this view gives

you a heads-up on the next seven days, outlining

your intentions and getting ahead of your tasks.

W I N

week of: 25.07.22

JAN FEB  MAR APR MAY JUN ‘JUL) AUG SEP OCT NOV DEC

Weekly preview: What are you focusing on this week?

MONDAY:

%
rocus. Rewtew supplier queles

TUESDAY:

Cowree 6-7

. FOCUS: 4WMW

WEDNESDAY:

Meel wp wilh NVeck
rocus:  7edsn yeeling - Q7

THURSDAY:

/
.FUCUS: DWMMW

FRIDAY:

Dale night - 7.30pm

FOCUS: 4WMM'W

SATURDAY: 700 /71 i
all heme

Eath

rocus: el //17&1/{29

17

Meditate v
Wertoal |
"/_ Cost dinner /

Meditate
Sherllicl cinlenviewe
 Boot lelae club

NSNS

| Medilale
Werbeul
v Fauniloy Lipne

NN SN

Meditate
Cowree lagke
' Coll Ty for caleh-wup

NN

Meditate Vs
Finich wenk al Spre v
v/_ Fick up dinner vdl

17




1 Week and month

Add the week commencing date and then
circle the month. Making a note will allow

you to keep all your views in sync.

2 Appointments, events and deadlines

Pull these through from your monthly view.
Nothing in for that day? Just leave it blank or
strike it through.

3 Focus

What's your main focus for the day? It could

be making progress towards a goal or deadline,

finishing a task or even getting outside.

4 Three key tasks or priorities

After your main focus, use this area to
prioritise three other non-negotiables in your
day. These could be tasks for work, self-care
activities or a blend of both. Use this space to
keep track of things that support your focus
areas or something else important to you—
trying to be mindful of eating well? Pop your

main meals in here.

18



HOW IT WORKS

Week view (right)

At the end of the week, reflect on how you feel it
went. Achievements, delays, how you spent your

time. It's all important and part of the process.

RATE YOUR WEEK: 1T 2 3 & 5 6 7‘3)9 10 WEEK 3 / 12

a1

Weekly reflection: What did you achieve this week?

4.

ie

WHAT DID YOU LEARN THIS WEEK? YOUR THREE WINS; 7
Jimpact of daloy medilalion 1 Quadily Lime with Sam
Limpordance ef 1-1 Lime 2 Firashed cowrse! |
How Lo acthieve more badance 3. Theoe éif'/ﬁ/tdﬁ%f |
REVIEW TASKS LIST: WHAT TASKS WERE DELAYED’ SLOCKERS: RESCHEDULED: 8
. Call T for acaleh-up Lol prorly  72.08.22 v
1. Complelion of digilad project — Tech cssues 70.08.22 4 |
s Haireal Carcelfed 060822 v

9

REVIEW YOUR TIME TRACKER: HOW DID YOU SPEND YOUR TIME THIS WEEK? HOW COULD YOU IMPROVE NEXT WEEK?

rasks: Moole o (6L 8f progrese wilh Lisne blocking - keep decng this
F)istractions: SM{MWJ{M - f@/tf&ﬂ&@ﬂ ﬁm& é&MVt
seli-care: /2 werkools - add in shorter sescion on busy days

NOTES:

22
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5 Rate your week

Score your week out of ten. By doing this, you
will start to notice patterns in how you spend

your time versus how you feel.

6 What did you learn this week?

What were the takeaways from the week? Maybe
daily meditation gave you a boost, or social
media became too distracting.

7 Your three wins

List three things that went well. Beat your
personal best in a park run, or finally catch up
with that friend? Write them down.

8 Review your tasks list and blockers

Now list any tasks you couldn't complete and
why. Was an appointment cancelled, or you ran

out of time? No problem, just reschedule.

9 Review your time tracker

Look at your daily time trackers and record how
much of the week you spent working, getting
distracted and looking after yourself.

20



HOW IT WORKS

Day view (left)

Schedule to-dos and self-care activities. The day

view keeps you mindful of high-priority tasks whilst

also keeping balance front of mind.

oate: 27.07.22 MON TUE@) THU FRI SAT SUN

You will never find time for anything. If you want it, you must make it. Charles Buxton

HOW COULD YOU ACHIEVE BALANCE TODAY? KEY MOTIVATORS: 2
Finish wenk all Spm; take regedor 1 Finish key Lashs
treakes and slick le Lune blocking. 1. Pul the kide Lo bed

. Gell an eoqrdy nightl

A

PRIORITIES: TIME BLOCK HRS/MINS |
. Teom meeling - Q7 freus v 2o
. Froject proposad fpr Tom v 20
. Budgel revien v 71:0
TASKS: SELF-CARE PLAN: 5
SCHEDULE: 7 i SNy S vl el e
6-7  Werksul V' Y emotiona o spiriua
7-7.15  Meditate VY ostessiona
830 Drop kids off V' Y soci
7-9.30 Aelmin & emaile g—— RS
9.20-10 Coll with Andy X Werboul S0
10-12 Teoe sneetling v o .
72-1  Walk & lunch Y editate P
-3 Prgject propocal v | |
-9 Budgel review /o rm HRSTHINS
. Focecliy Limes 7 Meel-up with fVick 20
7-9  Meel-wp wilh [Vick v ACTIVITY: HRS/MINS
7.30-10 Jocunal ' Jocwnal before bed
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1 Achieve balance

Think about what you could do today to restore
the balance between home and work. Commit to
finishing work on time or taking regular breaks.

2 Key motivators

What things might encourage you to achieve
some balance? For example, finishing work at

five could mean more time with loved ones.

3 Time block

List high-priority tasks and allocate time for
them. This could be deep-focus work, deadlines

or anything else that needs no interruptions.

4 Tasks

Use this section to schedule your day or
write a to-do list. Did it get done, delayed or

deleted? Use the box to keep a record.

© Self-care plan

When planning your month, what areas did you
focus on? Ensure that you choose self-care

activities that support your plan from the toolkit.

22



HOW IT WORKS

Day view (right)

Take time to check-in with how you are feeling.

Then, review the time you've spent working,

looking after yourself or becoming distracted.

MOOD TRACKER: 1T 2 3 4 5 6‘7)3 ? 10 DAY 18/ 90

NOTES:
Teaswe pecling:
/L

S’MS’WMMWM
f%w me mee&ngq%w/m Z‘E& 703% 4«9/
| ’ 2619 =369

2z

e 17
707
20
269

o+

mwpw“"“ forTheo

| S gereen Lune linit

TIME TRACKER: 0 HRS 0.5 HRS 1 HRS 2 HRS 3 HRS 4 HRS 9 HRS 6 HRS 7 HRS 8 HRS+

Tasks @ O O O @ O /
.Distractions O O / O O
Self-care /

78

6
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6 Mood tracker

How would you rate your mood today? Be

honest with yourself. This is just for you. Want to

expand? Use out your MindJournal.

7 Notes

Use this space for notes throughout the day.
Things to remember, doodles in that meeting,
whatever you need.

8 Time tracker

Tracking your time is a powerful technique for
organisation and productivity. Essentially, this
simple routine gives you invaluable insight into
how you're spending your days. Not only that,
it keeps you on track with your goals and puts
you back in control of your time.

Use the daily time tracker to record how long
you've spent on tasks, self-care or getting

distracted - there's no judgement here.

By reviewing your time at the end of each day,
you'll be able to make incremental changes to
get yourself back in balance, if needed.

24
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FAQs

Your questions, answered

From winning combinations to your next
steps, here are the answers to some of our

most common FAQSs.

Can | use the Balance Planner and the
MindJournal, or MindJournal Pro together?

Absolutely. Designhed to complement each

other and fit seamlessly into your lifestyle, the

MindJournal and the Balance Planner are a

powerful combination.

For example, you could turn your answer
to ‘Do you love what you do?’ from your
MindJournal into actionable steps using the
goals toolkit and through the view pages of

the Balance Planner.

Or, after completing the stress bucket, you
could ensure the tasks causing you stress are
tackled as a priority, allowing your work and
wellbeing to be in sync.

Want to give MindJoural a try? Download the

first three entries here.

26
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What do | do once | have completed the
Balance Planner?

You've come this far, so why stop? This is just
the start of getting your work and wellbeing
in sync. Now you're in the swing of things,
starting a fresh one will be even easier. The
Balance Planner is the perfect way to keep
your home and work life in harmony long into
the future. So keep going, and plan your way

to greatness.

Got a question?

Hopefully, by now, you've got everything you
need to get started. But if not, please get in

touch. We love hearing from our community and

are always happy to help.

www.mindjournals.com

support@mindjournals.com

@mindjournals

27
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THE BORING STUFF

Legal & copyright

No part of this publication may be
reproduced, transmitted or distributed in
any form without the written permission of

MindJournal.

While the publisher has used their best
efforts in preparing this book, they make no
representations or warranties concerning the
accuracy or completeness of the contents of
this book. The advice and strategies contained
herein may not be suitable for your situation.
You should consult with a professional where
appropriate. Neither the publisher nor authors
shall be liable for any loss of profit or any
other commercial damages, including but not
limited to special, incidental, consequential, or
other damages.
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