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Unlock Limitless Growth

You didn't start your business just to work more — you started it to make an impact,
grow something meaningful, and still show up for what matters most in life. Yet, as
your company scales, traditional leadership strategies pull you into a cycle of working
more hours to achieve more. But what if the real key to growth is doing less — much
less?

The 40-Hour CEO Workweek Planning Guide is designed to help you break that
cycle. By placing intentional limits on your time, you unlock the power of focus—and
with focus comes limitless growth for your business and personal life.

As a CEO leading a fast-growing company, you might feel the pressure to always be
“on," pushing boundaries and expanding your workweek beyond what's sustainable.
However, the most successful leaders know this: setting boundaries doesn't hinder
growth — it accelerates it. By focusing on your top priorities and eliminating what
doesn't align with your values, you can lead your company's success and still have
time for the people and experiences that mean the most to you.

Through this guide, you'll learn how to:
1. Identify your values and translate them into practical, time-bound rules.
2. Create intentional limits for both your personal and professional life.

3. Focus on the right things — so you can grow your business without
sacrificing the quality of your life.

Just like you, | know the tension of balancing ambition with family. For 15 years,
I've led a fast-growing company, BELAY, while being a present spouse and parent.
| discovered the key: designing a 40-hour workweek laser-focused on what truly
matters. This guide will help you do the same.

By using this tool, you're not just planning your week. You're investing in a framework
that aligns your time with your most important goals. Let the guide show you how

intentional limitations can unlock your full potential — in business and life.

Ready to create a schedule that drives growth while leaving space for what's most
important? Let's get started.
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My planning guide will introduce a simple tool to help you convert your values and
goals into concrete, specific scheduling rules or habits. Turning your priorities into
actionable ways to manage your schedule will give you a customized framework for
balancing your personal and professional life and leading your organization in 40
hours a week.

When you're done, you'll use these rules to create a fixed calendar, which | refer
to as an Ideal WorkWeek. Click here to view an example of my Ideal Workweek
and access a blank template to create your own using the 40-Hour CEO Ideal
Workweek Builder.

I've provided 24 completed examples of the tool illustrating how to transform
values and goals into scheduling rules. For instance:

« Agoal like "l want to be present for my family” might translate to a scheduling
rule of ending your workday by 5:15 p.m. and blocking family time from 6 to 8
p.m.

« Avalue like "l value good sleep and relaxation” might result in a rule of a
30-minute wind-down routine at 9 p.m.

Each example displays a checkbox. You can select examples you want to follow
or adapt them to fit your needs. However, I've also included blank templates for

building your own rules.

To create your own scheduling rules from scratch, follow the steps to fill out each
section thoughtfully and create a schedule that reflects your priorities.
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https://docs.google.com/spreadsheets/d/1cH4eLxvlPcThRbT01rYQlmXU3akz0jfVNgyj5GxIlRQ/edit?gid=78245677#gid=78245677

Articulate Your Values

In the "I Value..." section, write down the value that drives your decisions in this area of
life.

Example: | value my family.

Clarify What You Want to Achieve

In the "And Want to Achieve..." section, describe the specific goal tied to this value.

Example: | want to be present for my spouse and children.

Identify What Action is Needed

In the "So, I Need To..." section, think about the actions you must take to achieve the
goal. What do you need to do regularly, systematically, or differently?

Example: | need to spend quality time with my family regularly.

Describe the Commitment

In the "As a Result, I've Decided To..." section, turn the action into a specific
commitment or resolution. What have you chosen to do with your time that will enable
you to do what's needed?

Example: I've decided to eat dinner with family every evening that I'm not out of town
for work.

Create a Scheduling Rule

In the "Which Requires..." section, specify the detailed scheduling requirement. Choose
a clear time block or routine that aligns with your values and goals. Write down the exact
times and days this rule will apply to make it a concrete guideline your assistant can
assist you with implementing and enforcing.

Example: This requires me to end my workday by 5:15 p.m, block 6-8 p.m. every
weekday for family time, and say no to all dinner meeting requests.
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Time Blocking

[ ] CLIENT SERVICE BLOCKS

| VALUE...

[ valve building. ¢tvon
client Vc!aﬁonéhiPé

AND WANT TO ACHIEVE...

| want 1o enswre | zive enou
attention fo ovr I<r,l7 accounts while ¢l
fowging on 5{<>Wiy\5r the buginess

SO, | NEED TO...

| need 1o better balance client
attention with buginess 5{0\/\/1%

AS A RESULT, I'VE DECIDED TO...

ve decided to block two houwrs twice
a week exclisively for client ¢ervices,
which enswres I'm avallable without
M1L6VVU{>’HV1§ other Prior?ﬁcg

WHICH REQUIRES...

Which VcaL\/chg VCQCV\/Mg_ ﬁcgdav]é
and Thursdays from 2-4FIV,

cx(/lugi\/c!v] for client services

TRICIAGeor g s

[ | DEEP WORK BLOCKS

| VALUE...

[ valve innovation and

gowing My company

AND WANT TO ACHIEVE...

[ want to launch two new ProdumLé next

year and increase vevenve by 257

SO, | NEED TO...

[ need 1o dedicate fime 1o ¢h Vaf’cgg}
and FVOOIUML ola/c!opn/lcvﬁ’

AS A RESULT, I'VE DECIDED TO...

Pve decided 1o <chedvle two
9O-minvte deep work
¢essions olai!»}

WHICH REQUIRES...

Which che/ircg [ block. 9-10:30 AM
and 2-3:30 FM for focused work
on procuct olc\/c{ochnJr
and drah:go F!annimg
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Theme Days

|:| DESIGNATED MEETING DAYS

| VALUE...

[ valve olariﬁ? and a(ig_ﬂchlTL with
my !caolcrgfnip team

AND WANT TO ACHIEVE...

[ want to endure that we
communicate oﬁfcoﬁ\/cfv] to
achieve ouwr company 593!@

SO, | NEED TO...

| need to imFrox/c team collaboration
and olcoigion—making

AS A RESULT, I'VE DECIDED TO...

Pve decided 1o batch all internal
mcoﬁngs on a oovplc olaﬂé per week
and kccp the vest of the week

foovgcol on execution

WHICH REQUIRES...

Which Vcct/vircg [ ¢chedvle all internal
meoﬁngg on ﬁcgolaqg and T%Wgolav)g

TRICIAGer Ty o

[ ] ADMIN DAY

| VALUE...

[ valve orggnizaﬁon and order

AND WANT TO ACHIEVE...

[ want to kccp all of owr oFcraﬁomé
Vwming Qn/looﬁ/\[t/] while frccing
up creative time

SO, | NEED TO...

[ need 1o maintain oPcraﬁona{ excellence
without 5§+ﬁng, bo%cd down

AS A RESULT, I'VE DECIDED TO...

Pve decided to dedicate one olav}
per week to administrative work
like chiewing contracts,
mamaging_ payroll, etc.

WHICH REQUIRES...

Which VC@AVGQ | dedicate
chncgolaqg 1o admini¢trative work
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No-Meeting Zones

[ ] MORNING FOCUS RULE

| VALUE...

[ valve olch focug

AND WANT TO ACHIEVE...

[ want to QJrav] on 1L0{> of key buginess
decigions and {Wodme olcx/cloFmomL
and make high—imPamL decigions
earlier in the olav]

SO, | NEED TO...

[ need vnim%cwup’r@ol morningg

AS A RESULT, I'VE DECIDED TO...

Pve decided to foové on my 1L0{>
{)Vioriﬁcé ﬁfom 8-11 AM every olat/]

WHICH REQUIRES...

Which Vcct/vircé [ don’t hold
mocﬁngs before 11AM

TRICIAGeigrTiyo

[ ] NO-MEETING DAY

| VALUE...

[ valve mental clarity and
emotional vvc!!—bcim%

AND WANT TO ACHIEVE...

[ want to (<cc{> our buginess on track
with 5{01/\/1% tarzets while also daqingr
monJra!v] refreshed

SO, | NEED TO...

[ need thinking. fime to rcﬂcmL and
veSet for the V{)ooming week.

AS A RESULT, I'VE DECIDED TO...

Pve decided to vée one olab) a week to
review progress, adyust priorities, and
()!an ahead for the next week

WHICH REQUIRES...

Which ch(/vircg not éohcdv{ing
mocﬁnés on ﬁfiolaqg
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Prioritized Task Windows

[ ] END-OF-DAY REVIEW

| VALUE...

[ valve PVcPaVcoMcQQ

AND WANT TO ACHIEVE...

[ want 1o enswre that | §+aq ovganized
and Froaoﬁ\/c about the upcoming. olaq

SO, | NEED TO...

[ need 1o maintain a consistent rhvfrhm
of F{anning and execution

AS A RESULT, I'VE DECIDED TO...

Ive decided to block the last 30
minvtes of each Workolav} to review
the olaq’g achievements and F!an
the next olav})é Prioriﬁcg

WHICH REQUIRES...

Which chtvireé blooking 430-5FM
every alav] 1o review each olal/}
and p!an the next olal/}

TRICIAGeigrTiyo

|:| WEEKLY STRATEGY SESSION

| VALUE...

[ valve a{igmmcmL with my
leaders and team

AND WANT TO ACHIEVE...

[ want 1o make Sure we've workin
hggﬂwcr foward our oompanv]’g

5{owﬂf\ 593!4
SO, | NEED TO...
[ need to engure the entive team,

especially my leaders, are on the same
page about owr Prioriﬁcg

AS A RESULT, I'VE DECIDED TO...

ve decided to host a vvccldv]
Q’f'Va’f’ng’ gession with my
{cadcrghiF team

WHICH REQUIRES...

Which chbvircg mccﬁng with my
{caolcréh?{) team every Wed.
fVom 11 AM 1o 12 FM
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Spiritual & Reflective Practices

[ ] WEEKLY GRATITUDE SESSION

| VALUE...

[ valve reflection and Pcrgona! g}fovmL h

AND WANT TO ACHIEVE...

[ want to §1Lav] 5{0\»401@01

SO, | NEED TO...

[ need to be intentional about
cxprcgging 5{31‘1’%\/01@

AS A RESULT, I'VE DECIDED TO...

Pve decided 1o épcmd at least 30
minvtes every week Vcﬂcoﬁmé on the
week, Journa!m n/w] thouzhts, and
foouémg on what I'm 513 eful for

WHICH REQUIRES...

Which Vch\chg Qolncdufmg 30 minvtes
every Swaolaq evening. at 8:00 FIM
to reflect ani Jovma!

TRICIAGeigrTiyo

|:| SUNDAY MORNING PRACTICE

| VALUE...

[ valve my Q{Jiriﬁ/a! vvc”—bcing

AND WANT TO ACHIEVE...

[ want to é%ab} connected
fo my faith and valves

SO, | NEED TO...

[ need to create a consistent Fra(/ﬁw
of reflection, gratitude, and
(/harao%cr/ fa :‘fé{dcmlopmcvrf

AS A RESULT, I'VE DECIDED TO...

ve decided 1o ¢et agide an hovr every
‘Svnolav] mormng for éth/a( VcaolmgT
praver, or aH@nolmga church/

vvorghrP Service
WHICH REQUIRES...

Which V@&O/ircé | veserve every
Sundlay mow\ing from 9-10 AM
for éPiViﬁ/af olchfoPmemL
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Rest & Recreation

[ ] TECH-FREE SUNDAYS

| VALUE...

[ valve bcing PrcgcmL

AND WANT TO ACHIEVE...

| want to fully engage with my family,
friends, and peronal inferests and
reset before the workweek

SO, | NEED TO...

| need to chvfar!v} dicconnect from

Seveens and work

AS A RESULT, I'VE DECIDED TO...

Pve decided to make
Sunolaqg tech-free

WHICH REQUIRES...

Which Vc@zi}fcg éc’f’ﬁng my Fhonc
on ‘Do Not Dicturb’ ever Sahlrolav]
nizht bcforc bed ¢o | don't veceive

notifications and unolicited callg

TRICIAGeigrTiyo

[ ] MONTHLY GETAWAY

| VALUE...

[ valve rest and VcJchaﬁon

AND WANT TO ACHIEVE...

[ want 1o ensure that | ’rrvlq
vest and V@U\/@V\&‘f‘@

SO, | NEED TO...

[ need 1o re v{ar!v] QFcnol fime away
from work and the olai!q 5{%1

AS A RESULT, I'VE DECIDED TO...

ve decided to ¢chedule a momLh{q
§—olav] weekend %f“avvaﬂ 1o
vawind, V@ohar?c/ and ct/\)'oq quality

time with loved oneg
WHICH REQUIRES...

Which chﬁ/hf@é QC!@&‘HV%_ and blo&king_
off one T//Violav] or /\/\onolav] with two
full weekend olaﬂg every month
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Buftfers Between Tasks

|:| 15-MINUTE BUFFER RULE

| VALUE...

[ valve mental clarity and
emotional vvc”~bcin5

AND WANT TO ACHIEVE...

[ want fo avoid burnovt and the
¢tress of a fVcnﬁo pace and
back—to-back commitments

SO, | NEED TO...

| need 1o enure Smooth transitions
between W\ccﬁmgs and tagks

AS A RESULT, I'VE DECIDED TO...

Pve decided to <chedvle a 15-minvte
buffer between each mooﬁng

WHICH REQUIRES...

Which Vc@/ircé blooking 15 minvtes
before and affer every mccﬁmg
n my calendar

TRICIAGeigrTiyo
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[ ] MIDDAY RESET

| VALUE...

[ valve maintainin my
energy Jrlfnfou%bomL éhc olal/]

AND WANT TO ACHIEVE...

[ want o ¢tay Sharp for my aftermnoon
ob!ig@ﬁongl ensuring. 'm productive all
day (not just the mrningg)

SO, | NEED TO...

[ need time to V@ohargc miololaq

AS A RESULT, I'VE DECIDED TO...

Pve decided 1o take an hourlon
break every 01317 for lunch
and a mental recet

WHICH REQUIRES...

Which V@&O/ircé [ block a full hour for
lunch and a mental reset every day,
iolca!!q 12:30-1:30 FIM
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Limit on Meeting Durations

[ ] 30-MINUTE MEETING MAX

| VALUE...

[ valve efficient and
oﬂ:coﬁ\/c communication

AND WANT TO ACHIEVE...

[ want to redvce unnecessary

fime QFCVHL n Mccﬁngs

SO, | NEED TO...

[ need 1o enwre that WICC’HVIgS are
fowgcol and {)Vodvoﬁ\/c

AS A RESULT, I'VE DECIDED TO...

Pve decided to limit all mocﬁnés fo
a maximum of 30 minvtes, start every
n/lccﬁng on time, and end promptiy
when tfime ig up

WHICH REQUIRES...

Which ch(/vircé [ create clear agendas

for my mocﬁngs (and requive them of

otherc) and communicate that | have
havd §1L0{> fimes
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|:| STRATEGIC MEETINGS ONLY

| VALUE...

[ valve my time and
the time of others

AND WANT TO ACHIEVE...

[ want 1o onlq be involved in
diccussions that contribute to the
oon/l{)anq’g 5rovvﬂm

SO, | NEED TO...

[ need to dcl@ggﬁc offa/ﬁ\/cfv] and
minimize my maeﬁng load

AS A RESULT, I'VE DECIDED TO...

Pve decided that | will onfv] attend
Mccﬁy\f that are olircoﬂq velated fo
¢ V&'f'@gj& olcoigion—malcimg

WHICH REQUIRES...

Which chtyiroé that | allow my feam 1o
handle oPcraﬁona! mccﬁngs without me or
ask my erecitive agsictant (or Chief of
Staff) to attend mccﬁngs on my behalf
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Personal Hobbies & Interests

I:I CREATIVE OUTLET BLOCK

| VALUE...

[ valve orcaﬁ\/im

AND WANT TO ACHIEVE...

[ want to ch/lflalfgg and §+av} inQFchd
amidst my bvgv] work. <chedule

SO, | NEED TO...

[ need chy\ol conéistent time
with a Pcréonaf hobbv]

AS A RESULT, I'VE DECIDED TO...

ve decided 1o ¢et agide two hours
every weekend fo creative PV\O)@&‘f’é
like PainﬁngT 1/\/;/11‘1'1/\5T or thLo%raPhq

WHICH REQUIRES...

Which chyircg [ ¢chedvle every
Svmolal/} afternoon from 3-5 FM for

work on my creative PV@'cmLQ

TRICIAGeigrTiyo

|:| WEEKLY SPORTS ACTIVITY

| VALUE...

[ valve thiv% active and
choq fricmolfv] oon/lf:cﬁﬁon

AND WANT TO ACHIEVE...

[ want to vnwind aﬁcr work while

é%aqimg phlx}@ioa{lv} active

SO, | NEED TO...

[ need a competitive, recreational
sport that | can c@oq

vear vound aﬁcr work

AS A RESULT, I'VE DECIDED TO...

Pve decided 1o Plab; tennig again
at least one V\iéb’f a nweek

WHICH REQUIRES...

Which Vc@/ingoining the local,
community tennig loagvc tfo F!aq on

chwcgola»} c\/cmings from 6-7:30 FIM
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Energy Management

I:I REJUVENATION WINDOW

| VALUE...

| valve ¢ustained higb Fcrformanw

AND WANT TO ACHIEVE...

[ want to PVC\/@VH” burnovt and
enswre I’'m at my best
SO, | NEED TO...

[ need Ifn energy and mental
(/lal/l throu %mw Hfm daq cépcaa”q
olvrmg, —¢tress Fcrfoolé

AS A RESULT, I'VE DECIDED TO...

Pve decided to take a walk or
¢tretch in my oﬁ»";r/c every aftermoon

WHICH REQUIRES...

Which ch/unfcg me to block 2:30 FM
on my calendar for my dail
afternoon walk or stretch
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|:| LUNCHTIME EXERCISE

| VALUE...

[ valve my health

AND WANT TO ACHIEVE...

[ want to é%aq Phqéioa”q fit
and boost Prodvoﬁ\/im

SO, | NEED TO...

[ need 1o Pr}oriﬁzc my ch!—b@ing

AS A RESULT, I'VE DECIDED TO...

ve decided to workout for 45
minvtes durin my lunch break
at {ca§+§ olavjé a week

WHICH REQUIRES...

Which Vc@/m@g me 1o Schedule a
45-minvte workout durin
lvnch break (12-12:45 é/\/\)
three olav]é a week



Delegation & leam Empowerment

|:| DELEGATION REVIEW BLOCK

| VALUE...

[ valve the zvonth and O(C\/C{OFWICVI’IL
of my !caalcréhi{; team

AND WANT TO ACHIEVE...

[ want to frcc up 10 hovrg per
week for §+Va+c§?o mitatives

SO, | NEED TO...

| need fo reduce my involvement in
clay~to—day operation, dcl@g@%@ more
tagks 1o my team, and engure Hf\cv]’rc
cc{/viPPcol to ueceed

AS A RESULT, I'VE DECIDED TO...

Pve decided to schedvle a vvccldv]
bO-minvte review to g0 over tacks
olc{cgah;ol fo my feam, cngwing they're
ao/i(){x’/ol 1o Sueceed

WHICH REQUIRES...

Which chtvircé me 1o Say o 1o mccﬁng
on T’/Violal/]é after 3 PM and recerve
34 FM for my review
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[ | ONE-ON-ONE MEETINGS

| VALUE...

| valve leveraze and

QJerLc%io 5{01/\/1%

AND WANT TO ACHIEVE...

[ want to launch ovr new service
divigion next year and generate $5OOK
in sales within the ﬁfd 12 monthg

SO, | NEED TO...

[ need to dc!ag@%@ my cxi;ﬁng_ oFcraﬁona!
resporsibilities & make Sure my team ig
FVO{JGV{V) QUF{)OV’ILCOI and czC/iF(x/ol fo execvte
wiovt my day—to-day tnvolvement

AS A RESULT, I'VE DECIDED TO...

ve decided to 01616531% all
of my client ¢evvices and
ochﬁon Vcépomgibi!iﬁcg

WHICH REQUIRES...

Which VctL\/ché that | meet with
my direct VcPomLQ and alcPammeMa(
leaders every week for 45 minvtes
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Family & Relationships

|:| DINNER TIME BLOCK

| VALUE...

[ valve my rc!aﬁoméhipé
with my famil'/}

AND WANT TO ACHIEVE...
| want to be {)chcmL for my Spouse

and children, especially a
my Kidg grow older

SO, | NEED TO...
| need to disconnect fron/\ work at the

end of each olav] and focus fv”b}
on my fami!ﬂ every @\/cming

AS A RESULT, I'VE DECIDED TO...

Pve decided to be home with m
fami!q for dinner and @/a!iﬁ? fime every
vv@ckolav] ’m not out of fown Jrra\/c!ing

WHICH REQUIRES...

Which chtvircé me to leave the oﬁqc/@
bv] 515FM and block 6-8 FIM every
chkolaq cxr/lvgi\/clv] for my familﬂ

TRICIAGeigrTiyo

[ ] WEEKEND DATE NIGHT

| VALUE...

[ valve my chaﬁoméhiP
with my Spouse

AND WANT TO ACHIEVE...

[ want 1o ¢trengthen and olcc{;cn
my chaﬁomhi{; with my P&V’h’l@lf

SO, | NEED TO...

| need 1o ensure that we re. v!arllj

Q()@V\ol @/a{iﬁ/) +time alone ’ILOg_C’H’ICV

AS A RESULT, I'VE DECIDED TO...

ve decided 1o ¢chedvle ch(dv] date
nights for vs o focus on each other
without work, children or digtractions

WHICH REQUIRES...

Which Vc@/hfcé éohcolu{inga vvcck{v]
date migknL for every T’/Violav] or
Saturclay a/cning from 6-9 FM
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| VALUE...

AND WANT TO ACHIEVE...

SO, | NEED TO...

AS A RESULT, I'VE DECIDED TO...

WHICH REQUIRES...
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| VALUE...

AND WANT TO ACHIEVE...

SO, | NEED TO...

AS A RESULT, I'VE DECIDED TO...

WHICH REQUIRES...

INNIQR77777888) =4 HOUR CEQ



| VALUE...

AND WANT TO ACHIEVE...

SO, | NEED TO...

AS A RESULT, I'VE DECIDED TO...

WHICH REQUIRES...
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| VALUE...

AND WANT TO ACHIEVE...

SO, | NEED TO...

AS A RESULT, I'VE DECIDED TO...

WHICH REQUIRES...
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| VALUE...

AND WANT TO ACHIEVE...

SO, | NEED TO...

AS A RESULT, I'VE DECIDED TO...

WHICH REQUIRES...
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