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Welcome to the Scale Your Small Business Podcast. This is the place where we help entrepreneurs and 
small business owners put systems in place to see exponential growth. I'm your host, Jillian Flodstrom, a 
serial entrepreneur, a compulsive organizer, and your business cheerleader. I'm going to help you calm 
the chaos, increase productivity and grow your revenue. Let's get started. 

In today's episode, we are talking about something that I love to talk about, and that is planning 
projects. This is huge for me, I could talk for hours, but you know that this podcast is all about giving you 
quick, actionable things, so I'm going to keep it to a minimum today. So first up on how to plan a project, 
you want to get one notebook that you can keep everything in. Now you guys know that I have a 
planner that I carry around with me everywhere. I call it my brain, I've even named it, its name is Piper. 
It's my brain. 

The best thing about that planner is all my thoughts are in one centralized location. So no random sticky 
notes, no searching through the shred bin to figure out where that one piece of paper that I wrote an 
idea on, not on the back of envelopes from the mail that's recently come in because I didn't have 
anything to write on while I was talking to the phone, so I just grabbed the closest thing to me. None of 
that, don't do it. Resist the urge to do it, because the problem is you're going to lose it, and you won't 
remember what you wrote it on. 
It could be on anything, realistically. So, by having one centralized place to keep everything. Now that 
could be a cute notebook, that could be a planner, that could be anything. Whatever you want to keep 
with you all the time, doesn't matter, as long as you have one centralized location to keep it all in. 

So in this project planning system, you definitely want to make sure that you're doing a brain dump. So 
anything that you can think of actually, you're going to want to put onto a piece of paper. So, I do this by 
just word vomiting everything out. So anything that I can think of, even if the task is super minimal, 
maybe even super easy, like post on social media about it. Duh, everybody knows that, but this will help 
get your mind working just by writing. Some people call it scribing, I think, where you just let your brain 
take over and you just start writing all these tasks that are associated with the project. 
This will probably help jog your memory and write down some things that you hadn't even thought of, 
but also, this is a place that you can come back to when you get into the project. Because it's one of 
those things where sometimes you just need to get into a project to start doing it, and then more things 
come up. More suggestions come about from people that you might be working with, more things come 
to your mind as you're in the shower or in the middle of the night. Those seem to be the most common 
things that happen to me. I'll wake up and think, "Oh my gosh, I have to write that down." 

Now just make sure too that you are keeping everything in that one location, because sometimes I have 
found myself in the random spots that I am throughout my day of just putting it into my phone notes, 
but not writing enough of it down so I remember what it was associated with when I go back to look at 
my phone notes a couple of weeks later. So, that's another pitfall to keep an eye out for. 

So once you've got everything written down, you want to take all of those tasks and you want to reduce 
them down to anything that takes two minutes or less. The reason why you want to do this and why it's 
so important, is because once you do that, you're going to schedule everything onto your calendar. 
You're going to want to make sure that those tasks are getting completed and you've scheduled enough 
time for them, because here's what can happen. You can start this task and you might realize, "Oh my 
gosh, I need to get an opinion, an answer, something back from someone else." 
That doesn't typically happen in the same day, maybe you need to wait a day or two for them to 
respond to back to you. So by scheduling everything out in that block of time, you know that the next 
day you have the same block of time that's going to be coming and you can respond back to those 
messages. 
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Now along those lines, you want to make sure that you have your delegation list handy too. So 
something that I have started doing, is if it's a task that I know that I can't do, or let's be perfectly 
honest, that I don't want to do, I have a delegation list that I'm going to say, "Okay, I'm going to hand 
that off to Brock, I'm going to hand that off to Rowland, I'm going to hand that off to Kevin." Because it's 
just things that I don't know how to do or that they can do so much faster than I can. It doesn't make 
sense for me to try to muddle my way through it, just give it to them, have them do it and check it off 
the list. So, these are four easy steps that you can go about planning a project. 

That's all we've got for this episode of the Scale Your Small Business Podcast. One thing that would really 
help me and other new potential listeners is for you to rate the show and leave a comment in iTunes, 
Stitcher, or wherever you tune in to listen. Also, make sure to link up with us at hijillian.com or on social 
media. Don't forget to please just share, share, share this podcast with anyone who you think might 
enjoy it. 
Until next time, remember, it's never too late to get clear. 

 


