


2024 Time Skeleton Instructions
NOTE: The calendar on the next page is adapted from www.calendarpedia.com. The instructions are © 2019 John Seiffer – CEOBootCamp.com 

This is a useful tool for planning your year. You can do it for the entire company as a preliminary part of your annual planning process. Or you can do it for yourself to plan when you want to work on certain projects, take vacations or do other things that are important but may not be urgent. It’s a temporary tool. 

I call it a skeleton because while there are many ways to change how fit your body is and how you look, you can’t change your skeleton. This is a temporary tool to see the things you can’t change so you can work on the things you want to change. 
Step One – Get a Calendar For the Year
There’s one on the next page. You can get more from Calendarpedia.com if you like a different format.
You’ll notice the last column is called TRACKING. Use this to track any single metric you want to be sure to incorporate. It may be time off work. It may be sales calls or 1:1 meetings. Whatever you need to prioritize for the year. This one is in word format. If typing it messes up the layout – just print it and fill it in by hand. 
Step Two – Block out the things you have no control over
When there is a conference, trade show, holiday, vacation, or something where you can’t move the date, block those days out. Best to write what’s happening in the boxes for the relevant days or you won’t remember why you blocked them out.
Step Three – Block out days for the following categories
There are some important activities where you do have some control over the dates. And these may not take all day – but they happen on a day. These are the important things that you don’t want to get usurped by the urgent. These will vary by the work that you do, but for most people, they tend to fall into these 3 categories.
Strategy: Quarterly planning sessions. Goal Setting. Monthly financial reviews. Partners meetings.
Management: All-Hands Meetings, One-on-One meetings with staff, performance reviews, training sessions.
Non-Management Work: If you need to make so many sales calls a week, or dedicate a certain amount of time to billable hours, block out time for that on your calendar even though at this time you don’t know exactly who you’ll be calling or what you’ll be working on.
You will probably have a lot of empty days on your time skeleton. That's expected.
Step Four – Transfer to your real calendar
Now you have an overview of your year with time blocked off for the important things. Transfer all those activities to your regular calendar. You can color code them if you wish.

But a lot of details are missing. Some of these things don’t take all day. Others need to have travel or prep time scheduled. That all goes in your regular calendar too. It’s really important to only have one calendar you work off of. So use this skeleton as a temporary planning tool. Throw it away once you’ve put the details in your regular calendar.

Your regular calendar is the "flesh and blood" of your work. As you go through your work week, you’ll schedule appointments and lots of other things that are not on this skeleton, but you’ll fill in that work around these “bones.” The point of the time skeleton is to ensure that the important stuff doesn’t get crowded out.
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	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	TRACKING

	
	31
	
	1
	New Year’s Day
	2
	
	3
	
	4
	
	5
	
	6
	
	

	Jan
	7
	
	8
	
	9
	
	10
	
	11
	
	12
	
	13
	
	

	
	14
	
	15
	M. L. King Day
	16
	
	17
	
	18
	
	19
	
	20
	
	

	
	21
	
	22
	
	23
	
	24
	
	25
	
	26
	
	27
	
	

	
	28
	
	29
	
	30
	
	31
	
	1
	
	2
	
	3
	
	

	Feb
	4
	
	5
	
	6
	
	7
	
	8
	
	9
	
	10
	
	

	
	11
	
	12
	
	13
	
	14
	
	15
	
	16
	
	17
	
	

	
	18
	
	19
	Presidents' Day
	20
	
	21
	
	22
	
	23
	
	24
	
	

	
	25
	
	26
	
	27
	
	28
	
	29
	
	1
	
	2
	
	

	Mar
	3
	
	4
	
	5
	
	6
	
	7
	
	8
	
	9
	
	

	
	10
	
	11
	
	12
	
	13
	
	14
	
	15
	
	16
	
	

	
	17
	
	18
	
	19
	
	20
	
	21
	
	22
	
	23
	
	

	
	24
	
	25
	
	26
	
	27
	
	28
	
	29
	
	30
	
	

	
	31
	Easter
	1
	
	2
	
	3
	
	4
	
	5
	
	6
	
	

	Apr
	7
	
	8
	
	9
	
	10
	
	11
	
	12
	
	13
	
	

	
	14
	
	15
	
	16
	
	17
	
	18
	
	19
	
	20
	
	

	
	21
	
	22
	
	23
	
	24
	
	25
	
	26
	
	27
	
	

	
	28
	
	29
	
	30
	
	1
	
	2
	
	3
	
	4
	
	

	May
	5
	
	6
	
	7
	
	8
	
	9
	
	10
	
	11
	
	

	
	12
	
	13
	
	14
	
	15
	
	16
	
	17
	
	18
	
	

	
	19
	
	20
	
	21
	
	22
	
	23
	
	24
	
	25
	
	

	
	26
	
	27
	Memorial Day
	28
	
	29
	
	30
	
	31
	
	1
	
	

	Jun
	2
	
	3
	
	4
	
	5
	
	6
	
	7
	
	8
	
	

	
	9
	
	10
	
	11
	
	12
	
	13
	
	14
	
	15
	
	

	
	16
	
	17
	
	18
	
	19
	Juneteenth
	20
	
	21
	
	22
	
	

	
	23
	
	24
	
	25
	
	26
	
	27
	
	28
	
	29
	
	

	
	30
	
	1
	
	2
	
	3
	
	4
	Independence D.
	5
	
	6
	
	

	Jul
	7
	
	8
	
	9
	
	10
	
	11
	
	12
	
	13
	
	

	
	14
	
	15
	
	16
	
	17
	
	18
	
	19
	
	20
	
	

	
	21
	
	22
	
	23
	
	24
	
	25
	
	26
	
	27
	
	

	
	28
	
	29
	
	30
	
	31
	
	1
	
	2
	
	3
	
	

	Aug
	4
	
	5
	
	6
	
	7
	
	8
	
	9
	
	10
	
	

	
	11
	
	12
	
	13
	
	14
	
	15
	
	16
	
	17
	
	

	
	18
	
	19
	
	20
	
	21
	
	22
	
	23
	
	24
	
	

	
	25
	
	26
	
	27
	
	28
	
	29
	
	30
	
	31
	
	

	Sep
	1
	
	2
	Labor Day
	3
	
	4
	
	5
	
	6
	
	7
	
	

	
	8
	
	9
	
	10
	
	11
	
	12
	
	13
	
	14
	
	

	
	15
	
	16
	
	17
	
	18
	
	19
	
	20
	
	21
	
	

	
	22
	
	23
	
	24
	
	25
	
	26
	
	27
	
	28
	
	

	
	29
	
	30
	
	1
	
	2
	
	3
	
	4
	
	5
	
	

	Oct
	6
	
	7
	
	8
	
	9
	
	10
	
	11
	
	12
	
	

	
	13
	
	14
	Columbus Day
	15
	
	16
	
	17
	
	18
	
	19
	
	

	
	20
	
	21
	
	22
	
	23
	
	24
	
	25
	
	26
	
	

	
	27
	
	28
	
	29
	
	30
	
	31
	
	1
	
	2
	
	

	Nov
	3
	
	4
	
	5
	
	6
	
	7
	
	8
	
	9
	
	

	
	10
	
	11
	Veterans Day
	12
	
	13
	
	14
	
	15
	
	16
	
	

	
	17
	
	18
	
	19
	
	20
	
	21
	
	22
	
	23
	
	

	
	24
	
	25
	
	26
	
	27
	
	28
	Thanksgiving D.
	29
	
	30
	
	

	Dec
	1
	
	2
	
	3
	
	4
	
	5
	
	6
	
	7
	
	

	
	8
	
	9
	
	10
	
	11
	
	12
	
	13
	
	14
	
	

	
	15
	
	16
	
	17
	
	18
	
	19
	
	20
	
	21
	
	

	
	22
	
	23
	
	24
	
	25
	Christmas Day
	26
	
	27
	
	28
	
	

	
	29
	
	30
	
	31
	
	1
	New Year’s Day
	2
	
	3
	
	4
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