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When people used to say the phrase “Design Your Life” I 

would chuckle at them. How on earth was I supposed to 

design anything when I was working 60+ hours a week, 

spending my weekends running all the errands I needed to 

get done, writing lesson plans, attempting to see my family 

and friends and then repeating it all the next week? 

Designing a life must be for people who don’t have jobs, 

millions of dollars, no stress, and can just jet set around the 

world, right? WRONG. What I learned after years of personal 

development, studying time management and productivity, 

and taking the time to decide that I AM WORTH designing a 

life I love and not a life prescribed to me was that anyone, 

including me and you, can design their life and determine 

what their day to day looks like.  

No don’t misunderstand me. I am not saying that you should 

drop all your responsibilities so that you can just do 

whatever you feel like. Life will still happen around you. But 

now it’s your turn to determine what that life looks like, how 

your responsibilities and priorities align and the steps 

you can take to proactively live the life you imagine and 

find your awesome in the meantime!  

Hopefully you’ve gotten a chance to go through my Design 

Your Life in 10 minutes or less series where we went 

through and determined what is important to you, if 

not, I included the worksheets as a bonus in the next few 

pages so that you can do the pre-work to really designing 

your life. It is important to take the time to go through 

these pages so that you can be centered and focused on 

what is important to you, all while taking a realistic look at 
what your life is currently like.

http://www.coachingwithcara.com/
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There were 3 main parts of this series 

1. Completing a self-assessment of how you are doing with your current priorities and

ranking them in the order you’d like to have them in the future.

2. Looking at how balanced and in order your life is according to all of the roles and demands

you currently have

3. Taking a deep dive into your current day to see where you spend your time, how you

might be wasting your time, and what priorities are really getting put on the back burner.

We will be using this information to start to build your designed life, so take some time to 
complete these activities and check out the accompanying videos (links to these are provided in 

the appendix). If you have already completed them, make sure you pull them out for part 

#2; designing a schedule! 

http://www.coachingwithcara.com/


5 
www.coachingwithcara.com 

http://www.coachingwithcara.com/


6 
www.coachingwithcara.com 

http://www.coachingwithcara.com/


7 
www.coachingwithcara.com 

http://www.coachingwithcara.com/


8 
www.coachingwithcara.com 

http://www.coachingwithcara.com/


9 
www.coachingwithcara.com 

One of the most important things when it comes to time, is being in as much control as you can. 

Yes, things are going to pop up from day to day but when you have a general idea of how you 

plan to spend your time, you will spend more time connecting with what is important to you and 

less time wasted on things that don’t matter or move you closer to your goals. After studying the 

Franklin/Covey method of creating a schedule, I’ve been able to come up with a way that really 

helps me take a realistic look at my week, make sure I still complete all of the tasks that ‘have’ 

to get done weekly, and give myself time to do things like play with my kids, relax, 

complete household errands, work out, and spend time with my husband. I find that if you 

don’t calendar out EVERYTHING you need to get done, those important things like the ones I 

just listed are the things that will get put off, the things that never happen because we have 

other demands for work or home that must get done. The more you can control the ‘must 

happens’ the more time you will have for the ‘want to happens’.  

While we dig into creating this amazing life and calendar for you, I’ve provided some 

blank calendar sheets to use for this first draft. Once you’ve got the hang of it, you can use a 

planner you like, such as Google calendars, or your phone. For now, I suggest starting with 

drafting out using the one in this e-book. There are also blank sheets in the appendix for you to 

print if you want more! 

http://www.coachingwithcara.com/
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To begin our calendar, let’s start with referring back to the roles sheet we’ve already completed. 

List your top roles in the boxes below. Underneath each, I want you to put down the non-

negotiable things that go with it. For example, if one of your jobs is ‘work’ you’d put down what 

time you have to be at work, any standing meetings or other appointments. See my sample below 

and then brain dump out your own! I also want you to assign a color to each of those roles, we 

will refer back to that later! 

http://www.coachingwithcara.com/
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Now, let’s refer back to the calendar. Remember, we will refer back to this calendar throughout 

the whole e-book so you might want to print that specific page or if you printed the whole thing, 

put a bookmark or post it there.  

I want you to then, using the colors you’ve assigned to that role, put all of those standing 

appointments into your calendar and block them out. Remember, step #1 includes starting with 

only things that you cannot change! We will add the rest in later. 

http://www.coachingwithcara.com/
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Okay so we’ve done the icky part. All those things you can’t change, the appointments, the work 

hours, the things that we NEED to do. Take a look back at your calendar… did you notice 

something? There is STILL time left in your day. Now, depending on what you have to do and 

what your life looks like there might be a lot of time or there might be a little time. That time 

might be at 5am or it might be at 10pm. You might have pockets of time throughout the day or 

you might have a few hours during nap time. But guess what… there is still TIME. And now, it’s 

up to you to decide what to do with that time. You could spend it scrolling through Facebook or 

watching T.V OR you could spend it getting a lot of things done that make you super happy and 

bring you closer to the priorities in life that are important to you and the goals you have set for 

yourself. 

Our next step is to go to those other things that might not have the most immediate deadline but 

you’d like to get done. This can include things from laundry, grocery shopping and meal prep, 

working out, reading, play time with kids, working on a project that fuels your passion, a side 

business, seeing friends, date night and beyond! You get to decide! 

If you don’t know exactly what you want to do with that time you have created, then you can’t 

use it effectively. Things like laundry and cooking might not make you feel super excited and 

that you are living this designed life but trust me, when you plan out and come up with some 

great systems (and I’ll share some of my favorite in a future chapter) for saving time on 

these things, then you have more time for the fun stuff! 

Using the charts below, brain dump out things that you HAVE to do for these roles and things 

you’d LIKE to do for them. For example, for my role as a homemaker, I HAVE to go grocery 

shopping but I’d LIKE to declutter my living room. There is no limit to what you put in the boxes 

because they are YOUR actions for YOUR designed life. If you need more space, take out 

a notebook, dream and brain dump! 

http://www.coachingwithcara.com/
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It’s time to go back to our calendar. I want you to go back to our calendar and add in as many of 

these things (don’t forget to use the assigned colors!) that you can. As silly as it may seem to 

schedule in when you are doing laundry, having an in home date night to watch Scandal with 

your hubby, or making lunches for the week, TRUST me when I say it saves you SO much time in 

the long run and allows you to make the most of each day. Add in as many things as you can 

and see what time you have left. I guarantee there will still be little gaps of time where we are 

going to fit in the next part… those big goals! 

http://www.coachingwithcara.com/
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Creating a calendar of your week is just the first step in designing this amazing life but remember, 

it’s super vital. Whether you use electronic or paper, know that the time you spend looking at 

your life and telling time what to do, frees you up to have more time to do all those other things 

you want to do and get to all those other goals and projects you have. The biggest excuse I hear 

from people not achieving their goals is that they don’t have the TIME to complete them. When 

you have a system that helps you be more efficient you WILL be able to find time you didn’t 

realize you had. And that time… it’s going to help you design an AWESOME life! 

Like most people, I am sure you spend time thinking about your goals, dreaming about what 

could be, and then putting them back on the shelf because you don’t think you can fit them in or 

are unsure where to start.  

In this chapter I am going to share my quick systems that I use daily to help move closer to my 

goals and stay organized.  

The one thing I see people doing wrong when it comes to goal setting is that they make their 

goals TOO big and unmanageable. Now, I’m not telling you that I want you to dream small, what 

I am telling you is that you need to break them all down.  

When you come up with a goal to organize your garage and decide that you’ll just take 5 hours 

one day and do the whole thing, what typically happens? You never find 5 hours and the goal 

itself becomes too daunting. And guess what? I bet that garage looks the exact same way it did 

last year! When you create big goals for yourself you need to break them down into small 10-20 

minute activities. This way you can add 1-2 of them into your day. It may seem like this would 

make it take longer to get your goal accomplished but TRUST ME, completing these small chunks 

allows you to have a win every single day. When those wins start to happen your momentum 

builds and you actually get MORE done. You’ll start to find more 10 minute chunks throughout 

your day to complete things and get the satisfaction of crossing things off your list (because we 

know there is nothing better than crossing something off your to do list!)  

http://www.coachingwithcara.com/
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Once you’ve broken down your goal into these smaller chunks, pick one thing from that list to 

complete every day, or even every other day. It will allow the goal to seem less scary and better 

to fit into your day.  

Check out below where I give you an example of how I did it and then use the other side to 

break down one of your goals. Make sure to check out the appendix where I included a blank 

copy for you to print and use with the rest of your goals! 

http://www.coachingwithcara.com/
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Habit Stacking is the way I’ve been able to lose 50 pounds, twice! Once before my pregnancy 

and once after; and kept it off. I had tried so many times before to lose weight and every time I 

failed because I tried to do TOO MUCH and make TOO MANY changes all at once. I don't know 

about you, but I have a pretty big all or nothing mentality. It is something I have been working 

on and becoming more flexible and allowing myself more grace. One of the downfalls of that 

type of mindset is if I can’t do everything perfectly, I quit. Or push something off. Or decide I 

will start again ‘on Monday’. Have you ever felt that way?? Well if you have then you need to 

start with some habit stacking.  

Habit stacking is the act of slowly adding in new positive habits and routines into your life, 

getting good at making them routine and then adding in another. I would rather be 

excellent at a few things then just mediocre at everything and by habit stacking I allow myself 

to create habits that actually stick  

Let me give you an example in terms of my weight loss journey. I knew that if I tried to overhaul 

everything at once and slipped up (because I am human and it was bound to happen) that I 

would quit as soon as one mistake was made. So instead of changing all my habits at once, I just 

changed a few. The first thing I decided to work on was my water intake. I figured even if I ate 

terribly for a week, at least I was getting in enough water. Once I made that a habit, I added in 

something else. So for week 2 of my journey, I not only drank half my body weight in 

ounces but I also decided to make a healthy breakfast. Week 3, I took those two behaviors and 

then added in 30 minutes of exercise. See what happens? I am creating amazing habits that are 

starting to actually stick, breaking my goal down into manageable chunks, and slowly 

changing my lifestyle and getting over the diet mentality. I know that a lot of times people 

want to jump right into things to see immediate results, like with weight loss, but as someone 

who has been able to lose AND keep it off, TRUST me when I say, creating this type of lifestyle is 

so much more beneficial in the long run! 

Using one of the goals you broke down in the above chart I want you to create a list of 5-10 habits 

that would go along with it so that you can start your habit stacking. As a bonus, I’ve given you 

access to the VIP portal on my site where you can get 4 weeks of habit stacking healthy habits if 

you have a fitness goal! The password is in the email with your e-book (please don’t share with 

others!) 

http://www.coachingwithcara.com/
http://www.coachingwithcara.com/vip-access
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This last system is what keeps me on top of my schedule day to day and allows me to tell my 

time what to do is my weekly and nightly planning. It takes a little time on Sundays and at night 

but saves me a ton during the week.  

The system I describe above for how I create my calendar with my priorities and roles I do 

weekly because things change, appointments creep up and stuff happens. Each Sunday I 

schedule in 20-30 minutes to make my calendar for the week and sync it to my husband's to 
make sure I know what is going on throughout the week. I relook at my priorities, put in those 

non negotiables first, then I look at my goals list and add in those 10-20 minute chunks that I 

need such as laundry, errands, exercise, finally completing that scrapbook of my daughter’s 

first year, calling my grandma, and writing a letter to a friend. But I follow those same steps 

each week 

1. Put in my non negotiables (take kids to school)

2. Add in the things that I need to do that week (go to the grocery store)

3. Put in my top priorities (spend 10 minutes in prayer)

4. Set time in the day to work on goals (print out the pictures I need for the scrapbook) 

Each night before bed, I carve out 5-10 minutes to look at my day, revise my tomorrow so I can 
wake up and attack the day. I transfer anything that didn't get completed to tomorrow and 

hopefully add in 1-2 things from my goal list.  

As a bonus tip, I just want to encourage you not to over plan as well. If you do, what you will 

find is that you plan a million things to do on Monday and are still working on them on Friday 

because you never find the time to get them done. Try to put at least 1 thing from your goal 

sheets in each day but remember, 10 minutes only! You will start to become AMAZED at 

what you can actually do in 10 minutes a day (and start to realize how much time you wasted 

scrolling through social media!) 

http://www.coachingwithcara.com/


25 
www.coachingwithcara.com 

If you’ve gotten to the end of this e-book and completed all the worksheet activities I bet two 

things are happening. One: you feel super excited and empowered, have realized how much time 

you waste on things that aren’t important and are ready to tackle the world. Two: you are super 

overwhelmed.  

Don’t worry, both of those are totally normal. Take things step by step, review your goals, 
make time to design your life and “find your awesome”. Right now your #1 goal is to take action 

on at least one of the tips and systems in this book. Don’t let this be another thing that you 

took the time to learn and didn’t implement. Use habit stacking to pick 1 thing to work on 

this week, whether it’s just using a planner or calendar, scheduling time to do things according 

to your priorities, or brain dumping your goals onto paper, whatever you choose to do daily will 

bring you closer to your designed life IF you allow it to. The ball is now in your court! 

I’d love to hear how your journey is going, answer any questions, or have you join our 

community of others working day by day to FIND THEIR AWESOME! Make sure you come over 

to our group and join the conversation! Go there, take control and design the life you’ve always 

imagined! 

http://www.coachingwithcara.com/
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Personal Development Cheat Sheet 

Design Your Life in 10 Minutes Or Less Video Series 

VIP Healthy Habits 

FREE Beachbody Membership 

FREE 30 Day Beachbody On Demand Access 

Weekly Calendar 

Non Negotiable Activities 

Tasks for Your Roles 

Goal Setting Braindump 

http://www.coachingwithcara.com/
http://www.bitly.com/findyourawesome
http://www.bitly.com/designyourlifewithcara
http://www.coachingwithcara.com/vip-access
https://www.teambeachbody.com/signup/-/signup/free?referringRepId=798830
https://www.teambeachbody.com/signup/-/signup/club?referringRepId=798830
https://drive.google.com/file/d/0Bya0dwgj8AIYdEdiVjBtZFA4dlk/view?usp=sharing
https://drive.google.com/file/d/0Bya0dwgj8AIYVnlKbUZ2dk9XTnM/view?usp=sharing
https://drive.google.com/file/d/0Bya0dwgj8AIYRTZzb3gtUFZhQ28/view?usp=sharing
https://drive.google.com/file/d/0Bya0dwgj8AIYa2w1cE5kdXhuZms/view?usp=sharing
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Cara Harvey is a wife, mom, and woman of God. She is a former obese, depressed school 
teacher who decided to take her life in her own hands to design a life she loves! She currently 

owns her own business as an online health and fitness coach, mentors women virtually via 

her website www.coachingwithcara.com, and spends her days in activities that fuel her passion 

and fire! You can find her on Facebook and Instagram by searching “Coaching with Cara”. 
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