Time Management
for Creative
Entrepreneurs

DESIGNING YOUR SCHEDULE AROUND CREATIVITY
& BUSINESS




Session Overview

Understand your natural creative rhythm
o Separate "maker time" from "manager time"
o Set realistic priorities and goals
> Build simple systems that reduce overwhelm
° Create your ideal weekly schedule




1. Understanding Your
Creative Rhythm

o Creativity often ebbs and flows—structure your
day around when you naturally have creative
energy.

o |dentify your personal “peak creative hours” and
reserve that time for high-focus work.

> Normalize flexible schedules while still
maintaining consistency.




2. Balancing Creative &
Business Work

> Use the “maker vs. manager” mindset:
> Maker time = uninterrupted creative production

> Manager time = email, invoicing, posting, meetings
o Batch admin tasks into set blocks (ex. a 2-hour “admin

block” twice a week)

> Avoid mixing creative flow with clerical tasks—
task switching kills productivity



3. Setting Realistic Goals

Break large projects into actionable steps

> Rule of Three: 3 priorities per day, 3 major goals
per week

°c Embrace “good enough” for business tasks—
perfection belongs to the art, not the
bookkeeping.




4. Creating a Simple System

Use visual systems

> whiteboard, sticky-note

> Color-code calendars (creative, admin, client)
o Digital tools

> Low-tech systems work too




5. Protecting Your Creative
Time

Schedule creative sessions like appointments
> Turn off notifications during creative blocks

o Set clear email response windows

o Establish client boundaries




6. Time Estimation & Planning

Underestimating time is common—track
how long things actually take for a few
weeks.

> Use data to plan commissions & launches

> Build buffers for revisions & supply runs
o Plan realistically—not optimistically




/. Overcoming Creative
Procrastination

Start with just 10 minutes

o Switch creative tasks if stuck

> Create a warm-up ritual (music, sketching)
> Momentum builds motivation




8. Managing Client Projects

Track project name, deadline, payment
status

o |dentify next step clearly

> Communicate timelines clearly

> Reduce stress through clarity




9. Saying No & Pricing
Correctly

Time problems are often pricing problems
o Raise rates to reduce overwork

> Practice “the confident no” to projects that drain
time or don’t fit your goals

> Protect time for aligned projects




10. Avoiding Burnout

> Schedule rest intentionally

> Build breaks between major projects
> Use downtime for inspiration

o Sustainable creativity beats hustle




Workshop
Activity

Map your ideal weekly
schedule

Block peak creative
hours first

Add manager/admin
blocks

Identify 3 weekly
priorities




1. Creative Rhythm Discovery
(5 minutes)

Reflect: When do you feel most creative?
Most tired? Most focused?
> Mark weekly calendar:

> Green = High creativity / flow

°> Yellow = Moderate energy

> Red = Low energy

o |dentify natural creative windows




2. Maker vs. Manager Time
(5 minutes)

Choose two colors:
> Maker time = Studio, designing, creating

> Manager time = Admin, email, posting,
bookkeeping

> Place "maker time" in green/high-energy blocks
> Place "manager tasks" in yellow/red blocks

> Reduces context-switching and protects energy



3. The Rule of Three Priorities
(5 minutes)

> Write 3 major goals for next month
> Write 3 major goals for next week

o |dentify 3 tasks for this week that move goals
forward

> Schedule those tasks into calendar blocks



4. Time
(5 mint

Buffers & Boundaries
tes)

o A buffer b
deadlines

ock (extra time) after big tasks or

> A protected creative block (their “non-negotiable

art time”)

> Boundaries such as “no client messages after 6
PM” or “Sundays = offline”



Workshop Reflection
& Debrief

What surprised you about your
energy patterns?

° Where do you currently lose the
most time?

o What is one boundary you will
implement immediately?

o What is one action you will take this
week?
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