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Yearly Reflect & Resolve 
This  course  is  ideal  for  recentering  yourself  and  your 
writing  life  at  the  end  of  the  year.  Enjoy this guided 
opportunity  to  reflect  on  your  writing  life,  map out  your 
goals, and develop a clear picture of where you've come 
from  and  where  you'd  like  to  go  before  the  end  of  the 
year. Doing this will help you get very focused on moving 
forward with completing your writing project. 
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Yearly Reflect & Resolve
     Click HERE to watch Lesson 1. 
     The first thing we’re going to do is look at your numbers for the year. Did you 
record your audience benchmarks at the beginning of this year? Did you record 
your previous year’s total sales? If you don’t have these numbers, that’s okay. 
Give your best guesstimate if you need to put something there, but you can leave 
it blank if that feels more comfortable. This is where you can begin creating 
records and systems for tracking your authorship like any business should.

Last Year This Year

How many manuscripts did you finish?

How many manuscripts did you publish? 

How many total copies of all books were sold 
or downloaded?

How much total revenue from book sales?

How many total words did you write (in pursuit 
of your writing career goals)?

How many conferences did you attend?

How many other live events did you attend? 

How many new email list subscribers?

How many new blog subscribers?

How many new Facebook fans?

How many new Facebook Group members? 

How many new Instagram followers?

How many new Twitter followers?

How many new _______________ followers?

https://youtu.be/VYijyIr5A9o
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Yearly Reflect & Resolve
Now, let’s move beyond the numbers. Think about how you about your 
authorship and your life in the year before. Where were you then? How is that 
different from how the past year has felt for your? Do you feel like you’ve 
accomplished more or less? Dig deep into the internal and immeasurable 
differences between this past year and the year before.
___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________
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Yearly Reflect & Resolve
     Click HERE to watch Lesson 2. 
     While the point of reflection and reviews is to determine how we can make 
important improvements, it’s also critical that we spend time focusing on our 
successes. Whether big or small, each success represents a time when you 
figured out something new, when you overcame an obstacle, or when you met 
(or even exceeded) your own expectations. 

How many manuscripts did you complete in the past year?  __________________ 

Did you meet or exceed your own expectations in this area? _________________ 

Which challenges or obstacles did you overcome along the way? _____________ 

____________________________________________________________________________ 

What did you learn this year about your Works-in-Progress? __________________ 

____________________________________________________________________________ 

What did you learn this year about your writing process?  ____________________ 

____________________________________________________________________________ 

How has meeting your writing goal (or not) for this year affected your 
outlook? Are you determined to persevere and complete them next year? Or 
has it negatively affected your attitude and expectations? How can you stay 
positive about the progress you have made this year, regardless of how many 
manuscripts were finished?  

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________

https://youtu.be/5GCmdcgPlNM
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Yearly Reflect & Resolve
How many manuscripts did you publish in the past year?  _____________________ 

Did you meet or exceed your own expectations in this area? _________________ 

Which challenges or obstacles did you overcome along the way? _____________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

What did you learn this year about your publishing goals? ____________________ 

____________________________________________________________________________ 

What did you learn this year about your publishing process? __________________ 

____________________________________________________________________________ 

How has meeting your publishing goals (or not) for this year affected your 
outlook? Are you determined to persevere and meet your goals next year? Or 
has it negatively affected your attitude and expectations? How can you stay 
positive about the progress you made this year, regardless of whether you 
met your publishing goals? 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________
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Yearly Reflect & Resolve
Total copies of your available books were downloaded this year? _____________ 

How much revenue did all copies of your available books generate? ___________ 

Did the numbers meet or exceed your expectations? _________________________ 

Which challenges or obstacles did you overcome? ____________________________ 

____________________________________________________________________________ 

What did you learn this year about your sales goals? _________________________ 

____________________________________________________________________________ 

What did you learn this year about selling books in general? __________________ 

____________________________________________________________________________ 

How has meeting your sales goals (or not) for this year affected your outlook? 
Are you determined to persevere and meet new goals? Or has it negatively 
affected your attitude and expectations? How can you stay positive about the 
progress you made this year, regardless of whether you met your sales goals? 

____________________________________________________________________________ 

____________________________________________________________________________ 

List your year’s results for each of your available titles (also include pages 
read if in KU):
                Title      # Months Available   #Copies Sold   Total Revenue 

_________________________       ______________         ___________      _____________ 

_________________________       ______________         ___________      _____________ 

_________________________       ______________         ___________      _____________ 

_________________________       ______________         ___________      _____________ 

_________________________       ______________         ___________      _____________ 

_________________________       ______________         ___________      _____________ 

_________________________       ______________         ___________      _____________
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Yearly Reflect & Resolve
Click HERE to watch Lesson 3.

Do you already have systems to track your numbers? _______________________________ 

Will you use the spreadsheet provided with this course? _____________________________ 

If so, have you set a reminder in your phone or calendar to update it monthly? _______ 

Do you already have a system to track your experiences? ______________________ 

If not, consider using either a digital or old-fashioned journal.___________________ 

Do you have a plan in place to maintain focus this year? ________________________ 

Will you attend monthly goal-setting workshops when possible?________________ 

Will you at least use the monthly goal-setting workbook?_______________________ 

What will you do to conduct monthly and quarterly reviews? ___________________ 

Have you set reminders to conduct these reviews? _____________________________ 

Have you blocked off time on your calendar each month and each quarter to 

conduct reviews?________________________________________________________________ 

Lesson Notes:  ___________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________

https://youtu.be/GYj0LtTYmm0
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Yearly Reflect & Resolve
Click HERE to watch Lesson 4. 

Your Life
✦ Rate the following areas of your life on a scale from 1-10 (1 low, 10 high):

  Physical Health _________  Emotional Health _________ 

  Spiritual Health _________         Relationships _________ 

                Career _________          Purpose _________ 

                     Joy _________             Authorship _________ 

✦ Ideally, how would you like each area of your life to look? 

 Physical Health:  ______________________________________________________ 

 Emotional Health:  ____________________________________________________ 

 Spiritual Health:  ______________________________________________________ 

 Relationships: ________________________________________________________ 

 Career: _______________________________________________________________ 

 Purpose: _____________________________________________________________ 

 Joy: __________________________________________________________________ 

 Authorship: __________________________________________________________ 

Your Authorship
What is your ultimate vision of your authorship? What do your days look like? How 

does reaching that vision change your life? _________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________

https://youtu.be/-A3aDml44Z0
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Yearly Reflect & Resolve
Your Priorities
If you need a refresher, be sure to watch the Reclaim Your Time masterclass by 
Jessica Rodriguez (inside the ATA library). Otherwise, list out your top four priorities. 

1. ________________________________________ 

2. ________________________________________ 

3. ________________________________________ 

4. ________________________________________ 

Which areas of your life would you like to focus on improving in the coming year?

1. ________________________________________ 

2. ________________________________________ 

3. ________________________________________ 

4. ________________________________________ 

How will improving these areas of your life help you advance your writing career? 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________
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Yearly Reflect & Resolve
Click HERE to watch Lesson 5. 

Your Major Goals
List your top three most important goals for the new year.

1. ________________________________________ 

2. ________________________________________ 

3. ________________________________________ 

Your Minor Objectives
Select four minor objectives that will also help advance your writing career. 

1. ________________________________________ 

2. ________________________________________ 

3. ________________________________________ 

4. ________________________________________ 

Notes/Brainstorming: _________________________________________________

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________

https://youtu.be/kUL4JsnXm7o
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Yearly Reflect & Resolve
Mapping Your Major Goals

List your top three major goals on the bottom line of each column. Then, determine 
all of the tasks you’ll need to complete or milestones you must reach in order to 
achieve each goal. Don’t forget your TCDs (Target Completion Dates).

Task/Milestone TCD Task/Milestone TCD Task/Milestone TCD
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Yearly Reflect & Resolve
Planning - Your Minor Objectives 

Define your four minor objectives and list out everything that needs to happen and when. 

Objective 1:  _______________________________________________________________________ 

Which tasks will help me achieve this objective?  

 Task: ________________________________________________ TCD: _____________ 

 Task: ________________________________________________ TCD: _____________ 

 Task: ________________________________________________ TCD: _____________ 

 Task: ________________________________________________ TCD: _____________ 

Objective 2:  _______________________________________________________________________ 

Which tasks will help me achieve this objective?  

 Task: ________________________________________________ TCD: _____________ 

 Task: ________________________________________________ TCD: _____________ 

 Task: ________________________________________________ TCD: _____________ 

 Task: ________________________________________________ TCD: _____________ 

Objective 3:  _______________________________________________________________________ 

Which tasks will help me achieve this objective?  

 Task: ________________________________________________ TCD: _____________ 

 Task: ________________________________________________ TCD: _____________ 

 Task: ________________________________________________ TCD: _____________ 

 Task: ________________________________________________ TCD: _____________ 

Objective 4:  _______________________________________________________________________ 

Which tasks will help me achieve this objective?  

 Task: ________________________________________________ TCD: _____________ 

 Task: ________________________________________________ TCD: _____________ 

 Task: ________________________________________________ TCD: _____________ 

 Task: ________________________________________________ TCD: _____________
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Yearly Reflect & Resolve
NOTES

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________



Your 90-Day 
Strategy 

This workbook and class is designed to help you build a 
90-day strategy for focused and intentional achievement of 
what matters most to you in your writing life.

You’ll learn:

— How to build your 90-day strategy in alignment with your 
unique goals and lifestyle.
— How to realign your authorship when you achieve faster 
or slower than expected.
— How to set appropriate rewards and avoid or recover 
from burnout.



90-Day Strategy
Welcome to the 90-Day Strategy masterclass! Click HERE to view the video 

masterclass while you complete the packet. This class is going to help you 

build your plan of action!

Use the space below to write about what writing success looks like to you. You 

can write one thing or fifteen things. ENJOY this exercise and do not hold back 

on what you would truly love to have in life for yourself and your loved ones:   
____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

What would you like to achieve by the end of the next 90 days?
____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________

https://youtu.be/BpNYmAyeRos


90-Day Strategy
Now, isolate the immediate next three-month period. If you’re mid-month while 
working through this workshop, count this as the first month in the three-
month period. Then, get (only) a little more detailed as you fill in what needs to 
happen each month in order to help you reach your quarter- and year-end goals. 

Month:_______________________________

Month:_______________________________

Month:_______________________________



Use  the  following  space  and  pages  to  develop  a  list  of  milestones,  prioritized  by 
which  must  occur  first.  This  will  be  your  Success  Roadmap  for  the  next  90  days 
and,  with  focus  and  time-blocking,  you  should  find  yourself  cutting  through  the 
overwhelm easily and staying on track to achieve your most important writing and 
publishing goals on time—or ahead of time! If you’re stuck figuring out all the steps 
for  your  isolated  three-month  period,  comment  in  the  group  with  a  snapshot  of 
your  three-month  page  and  let  us  know  where  exactly  you  need  help.  When 
finished, print these pages and keep them desk side.

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________

90-Day Strategy



90-Day Strategy
 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________



Mid-Year Review 
Once you're about halfway through the year, you have an 
excellent opportunity to reflect on the year so far, re-map your 
goals, and develop a clear picture of where you've come from 
and where you'd like to go by the end of the year. Doing this 
will help you get very focused about how to move forward with 
finishing your writing project. 



This workbook is designed to be your guide as you reflect on 
the first six months of the year to determine what worked, 
revise your strategy for the final six months, and become 

reenergized about your authorship journey. 

Mid-Year Review

I think most of us would agree that the year has absolutely flown by! We’re 
often so caught up in the moment that we can easily forget how far we’ve 
come and how much we’ve achieved. Although many of us tend to beat 
ourselves up over the things we didn’t do, it’s far healthier and more 
productive to instead focus on what we’ve accomplished in spite of the 
challenges we’ve faced. 

We’re going to reflect on the goals you originally set for this year, examine 
your progress toward them, and evaluate the unique and unforeseen 
challenges you’ve faced. Through that reflective work, we’re going to discover 
where you can tweak your strategy for the coming six months and readjust 
your new year goals or set new ones. 

So much can happen in 90- and 180-day increments—nonetheless an entire 
year—so we’re going to take that into account as we help you get back on 
track with your writing career!

What did your goals look like at the beginning of the year?

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

What has changed since then? ______________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________



Mid-Year Review

Reflect

List all the things (big and small) that you’ve achieved so far this year.

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

Be as specific as possible and recount the steps or actions you took that 
resulted in those achievements. 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________



Which things had you set out to do by this point but haven’t yet achieved?

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

Reflect and be specific about why you believe you didn’t achieve those things. 
(Focus on the internal factors rather than the external/environmental factors.)

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________

Mid-Year Review



Mid-Year Review
What did you have the most success with so far this year? Which books / blog 
posts were most loved by your readers? Which books / blog posts generated 
the most revenue? Which marketing strategies were most effective for you?
___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

What has brought you the most happiness so far this year? 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________



Mid-Year Review
Vent here and go in-depth about what your biggest frustrations have been so 
far this year. Once you’ve done this, you’ll have a clear idea of what has held 
you back.

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

Now that you know what has been holding you back, generate ideas about 
how you can prevent those issues in the future or what you can do to mitigate 
them. Also, outline a plan of action (or reaction) when unexpected things 
threaten to derail your schedule or progress.

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________



Mid-Year Review
How much revenue have your books 

generated so far this year?

How many total copies were
sent to readers/reviewers?

What were your total expenses? 

What was your total profit? 

How many reviews were left this 
year? (Amazon(s), Goodreads, etc.)

5 *

2 *

3*4 *

1 *

How much has your social media following grown so far this year?
Platform Growth New Total

Facebook

Instagram

Twitter

Pinterest

Email Subscribers



Mid-Year Review
Now that you’ve accounted for the year so far, are there any goals you would 
like to alter for the end of the year?

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

By the end of the year, what do you want to achieve? What do you want your 
writing career to look like? What progress do you want to make on your top 
projects?

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________



How many total reviews would you 
like to have by Dec. 31?

Platform Current Target

Facebook

Instagram

Twitter

Pinterest

Email Subscribers

How much growth would you like to see by the end of the year?

How much revenue would you like 
your writing to generate?

How many copies do you need to 
sell to meet that revenue goal?

What percent profit margin
are you aiming for?

How much action are you willing 
to take to make that happen?

Mid-Year Review



Mid-Year Review
Reenergize

Now that you have a clear vision of exactly what you want to achieve by the 
end  of  the  year,  it’s  time  to  create  a  plan  of  action.  Essentially,  this  will  be 
your  roadmap  to  your  success,  unique  to  your  vision  and  your  situation.  You 
wouldn’t  try  to  drive  somewhere  new  without  a  set  of  directions  (or  GPS 
instructions)  to  guide  you,  right?  Even  if  you  encounter  challenges  and 
obstacles  that  force  you  to  take  detours,  the  destination  remains  the  same, 
and  knowing  that  destination  is  what  allows  you  to  maintain  forward 
momentum. 

Clarity about where you want to go. 
(Completed in the previous step.)

Create milestones. 
(The steps you need to take.)

Set ‘Target Completion Dates’ 
(for your milestones.)

Break it all down 
(to avoid becoming overwhelmed!)

Steps for Planning Your Journey



Mid-Year Review
Let’s break it down!

What research do you need to do?
___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

What do you need to learn? 
___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

Where are your biggest knowledge gaps?
___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

Who can help you? (Friends, writing buddies, mentors, etc.) 
___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________



Mid-Year Review

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________

Action List with Target Completion Dates (TCDs)



Steps to achievement: 

______________________ 

______________________ 

______________________

Steps to achievement: 

______________________ 

______________________ 

______________________

Steps to achievement: 

______________________ 

______________________ 

______________________

Steps to achievement: 

______________________ 

______________________ 

______________________

July
Priority

August
Priority

September
Priority

October
Priority

November
Priority

December
Priority

Steps to achievement: 

______________________ 

______________________ 

______________________

Steps to achievement: 

______________________ 

______________________ 

______________________

Mid-Year Review
6-Month Priority Map



July Tasks August Tasks September Tasks
______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________

October Tasks November Tasks December Tasks

Mid-Year Review
6-Month: Brainstorming Tasks

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________ 

______________________



Mid-Year Review
How do you feel now that you’ve completed your mid-year review and planning?
___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

What are you most excited about accomplishing before the end of the year?
___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________



Planning & Organization 
This workbook contains a collection of tools to help you make 
planning and organizing easier and more impactful in your life.



Planning & Organization
Welcome

Revolutionize your writing life so you can get more done, 
prevent burnout, and live a life you love. 

 Each page of this workbook is intended to help improve your writing life because 

planning and organization can revolutionize your life in so many ways. 

 Although “planning” and “organization” don’t sound very exciting, they represent 

systems that can help you write, publish, and sell more books and, most importantly, live 

a life you love now instead of loving sometime in the indeterminate future. Throughout 

the class and workbook, we’re going to focus on practical application rather than theory, 

so sharpen your pencil or click that pen!  

 Before we get started, I need to make a few things clear. Planning is not about 

building a rigid, inflexible schedule that becomes your cold and uncaring master. It is 

about understanding our time and planning in a way that provides a guideline for us to 

successfully manage our author businesses and prepare us for all of life’s unexpected 

twists and turns. With the right scheduling, you can engineer flexibility into your 

schedule without sacrificing productivity or accomplishment of the milestones that are 

important to you. Further, writing down your goals and plans for achieving those goals 

makes you significantly more likely to achieve them. This great article from Forbes 

discusses the neurological reasons why writing your goals and plans is highly effective. 

 When we use our tools and skills to organize our lives and schedule 

appropriately, we give ourselves more time for play, relaxation, self-care, family events 

and trips, romance (if you’re into that), and all the best things life has waiting for us. 

 Here’s to the “good stuff” in life, and to sharing our stories with the world.  

   Audrey Hughey

https://www.forbes.com/sites/markmurphy/2018/04/15/neuroscience-explains-why-you-need-to-write-down-your-goals-if-you-actually-want-to-achieve-them/#384fdd937905


Planning & Organization
One of the most important things you can do that will help you making planning, 
organizing, and staying on track easier is defining your vision of success.  

To be clear, this is your version of success and it shouldn’t look like anyone else’s. 

Your vision can include sales numbers, copies sold/downloaded or pages read, using 
your royalties to purchase your dream home, traveling the world, etc. No matter what 
you decide to include, make sure that it comes from internal inspiration rather than 
external validation or imitation. If money wasn’t in question, what would your life look 
like?  

Without including a timeline or limitation, take a few minutes to write (or type) in the 
space below and explore what your best life looks like and what success as an author 
means to you.  

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________



Planning & Organization
With so much to do as an indie (or self-marketing) author, our to-do lists can grow into 
anxiety-inducing monsters full of creative and business tasks that become tangled in our 
day-to-day lives. Sometimes it can be difficult to tame the wild to-do list, but this 
worksheet is designed to help make it a less stressful activity.  

Let’s begin with a brain-dump. On a blank sheet of lined paper, write down everything 
you can think of that you need/should/could/want to do. Next, take a highlighter and 
highlight only the things that must be done this week and the things that can be fully 
completed in 10 minutes or less. On a fresh sheet of paper, write the highlighted items in 
order of importance with consideration first to easy/speed, and then to deadline. Now 
you have a simplified to-do list that should reduce feelings of overwhelm. 

Setting your priorities is critical to staying on track to reaching your biggest goals. Now, 
let’s create your “priority guideline.” What are your top 3 (not 4, 5, 10) priorities for 
the… 
          Current Calendar Year           Current Quarter 

1. ___________________________   1. ____________________________ 

2. ___________________________   2. ____________________________ 

3. ___________________________   3. ____________________________ 

                Current Month                                Current Week 

1. ___________________________   1. ____________________________ 

2. ___________________________   2. ____________________________ 

3. ___________________________   3. ____________________________ 

I do not suggest writing out objectives for the mid-term because that indeterminate 
period of time can be so touchy and our outlook can change so quickly. Instead, use this 
space to write a little about what you would like your mid-term timeframe to look like. 
The time period can be anywhere from 2-5 years from now. 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________
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January 
_______________________ 
_______________________ 
_______________________ 
_______________________ 
_______________________ 

February 
_______________________ 
_______________________ 
_______________________ 
_______________________ 
_______________________ 

March 
_______________________ 
_______________________ 
_______________________ 
_______________________ 
_______________________

April 
_______________________ 
_______________________ 
_______________________ 
_______________________ 
_______________________ 

May 
_______________________ 
_______________________ 
_______________________ 
_______________________ 
_______________________ 

June 
_______________________ 
_______________________ 
_______________________ 
_______________________ 
_______________________

July 
_______________________ 
_______________________ 
_______________________ 
_______________________ 
_______________________ 

August 
_______________________ 
_______________________ 
_______________________ 
_______________________ 
_______________________ 

September 
_______________________ 
_______________________ 
_______________________ 
_______________________ 
_______________________

October 
_______________________ 
_______________________ 
_______________________ 
_______________________ 
_______________________ 

November 
_______________________ 
_______________________ 
_______________________ 
_______________________ 
_______________________ 

December 
_______________________ 
_______________________ 
_______________________ 
_______________________ 
_______________________

Use this page to list out the important tasks/priorities for each month that will help you 
achieve your goals and stay on track with the monthly priorities you defined in the last 
page. This is your execution map and I highly recommend you keep it in your planner or 
in your workspace through the year.
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Map your month by identifying your top priorities for each week of the month, and then 
determining your top priority for each day. Use prioritization to determine which tasks and 
milestones to tackle first. List one priority for each day. Reprint for each month. 

Your top priorities and tasks to complete this month:  _________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________

Priorities M T W T F S S

1.________ 

2.________ 

3.________

__ __ __ __ __ __ __

1.________ 

2.________ 

3.________

__ __ __ __ __ __ __

1.________ 

2.________ 

3.________

__ __ __ __ __ __ __

1.________ 

2.________ 

3.________

__ __ __ __ __ __ __

1.________ 

2.________ 

3.________

__ __ __ __ __ __ __
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Flexible Priorities Worksheet

A schedule is meant to be a guideline, something that helps you stay focused on your 
intention and allows you to feel comfortable in knowing what you should be doing at 
any given time to make progress toward your goals. Part of good planning and practice is 
adaptability and flexibility. Use this sheet to keep track of your daily priorities even as 
they may shift as your week progresses. Use the first priority line to list your priority. If it 
changes, cross it out and list your new priority on the next line.

Monday 

Priority: _______________ 

    _______________ 

Tasks: _________________ 

          _________________ 

          _________________ 

          _________________ 

          _________________ 

          _________________

Tuesday 

Priority: _______________ 

    _______________ 

Tasks: _________________ 

          _________________ 

          _________________ 

          _________________ 

          _________________ 

          _________________

Wednesday 

Priority: _______________ 

    _______________ 

Tasks: _________________ 

          _________________ 

          _________________ 

          _________________ 

          _________________ 

          _________________

Thursday 

Priority: _______________ 

    _______________ 

Tasks: _________________ 

          _________________ 

          _________________ 

          _________________ 

          _________________ 

          _________________

Friday 

Priority: _______________ 

    _______________ 

Tasks: _________________ 

          _________________ 

          _________________ 

          _________________ 

          _________________ 

          _________________

Saturday 

Priority: _______________ 

    _______________ 

Tasks: _________________ 

          _________________ 

          _________________ 

          _________________ 

          _________________ 

          _________________

Sunday 

Priority: _______________  _________________ 

Tasks: _________________  _________________  _________________ 

          _________________  _________________  _________________
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Time Mon Tue Wed Thu Fri Sat Sun

Simple Scheduler
Map your week. List your top priorities and tasks (in order of importance) so you have a cheatsheet for 
how to “chunk” your time. List your core waking hours in the left-hand column. I personally use a 
variety of colorful FriXion pen to categorize my activities while I write them in the weekly map. Use 
shorthand to make the most of limited space. 

Your top priorities and tasks this week:  ____________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________
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يד

בيד

يה

בيה

يו

בيו

يז

בيז

يח

בيח

ي

בي

ي

בي

يא

בيא

يב

בيב

يג

בيג

يד

בيד

يה

בيה

يו

בيו

يז

בيז

يח

בيח

يא

בيא

Wakeup, workout

Shower, dress

Shower, dress

Sleep In

Sleep In

Writing Time

Kids Up

Kids to school

Commute

Breakfast

Housework

Housework

Day Job

Lunch - Write?

Writing Church

Dinner

Family Time

Classes/Training

Classes/Training Self Care Time Prep for new week

Reading Time

Commute

Day Job Day Job Day Job Day Job

Lunch - Write?Lunch - Write?Lunch - Write?Lunch - Write?

Commute Commute CommuteCommute

Lunch Lunch

Family Time Writing

Classes/Training Writing

Then self-care…

Sample Schedule Sketch
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Helpful Links & References 

• Saxbe, Darby E., and Rena Repetti. “No Place like Home: Home Tours 
Correlate with Daily Patterns of Mood and Cortisol.” Personality and 
Social Psychology Bulletin 36, no. 1 (2009): 71–81. https://doi.org/
10.1177/0146167209352864.  

• Townsend, Claudia, and Wendy Liu. “Is Planning Good for You? The 
Differential Impact of Planning on Self-Regulation.” Journal of Consumer 
Research 39, no. 4 (2012): 688–703. https://doi.org/10.1086/665053. 

• Scullin, Michael K., Madison L. Krueger, Hannah K. Ballard, Natalya 
Pruett, and Donald L. Bliwise. “The Effects of Bedtime Writing on 
Difficulty Falling Asleep: A Polysomnographic Study Comparing to-Do 
Lists and Completed Activity Lists.” Journal of Experimental Psychology: 
General 147, no. 1 (2018): 139–46. https://doi.org/10.1037/xge0000374. 

• How to De-Stress In 5 Minutes or Less, According to a Navy SEAL (Forbes) 

• A different 10/10/10 Exercise on Soul Nudges (blog) 

• Another 10/10/10 on TheFinancialDiet.com 

• Scrivener 

• Asana 

• Trello 

• Getting Things Done by David Allen 

• Fix This Next by Mike Michalowicz 

• The Miracle Morning by Hal Elrod 

• Grit by Angela Duckworth 

• Coil-bound planners by Audrey 

• Sign up for my Writer’s Round-Up Newsletter

https://doi.org/10.1177/0146167209352864
https://doi.org/10.1177/0146167209352864
https://doi.org/10.1086/665053
https://doi.org/10.1037/xge0000374
https://www.forbes.com/sites/nomanazish/2019/05/30/how-to-de-stress-in-5-minutes-or-less-according-to-a-navy-seal/
https://www.soul-nudges.com/10-10-10-list-personal-growth-hack/
https://thefinancialdiet.com/the-10-10-10-routine-what-it-is-how-its-improved-my-life/
https://www.literatureandlatte.com/scrivener/overview
https://asana.com/
https://trello.com/en-US
https://www.amazon.com/dp/B01B6WSK5C/
https://www.amazon.com/dp/0593084411/
https://www.amazon.com/dp/0979019710/
https://www.amazon.com/dp/1501111108/
https://www.lulu.com/spotlight/audreyhughey
https://www.thewriteservices.com/vegas2021
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Connect With Me 

• Facebook:  TWS, ATA, Author page. 

• Writing Group:  Sprints and Spirits. We hold video chat sprint events and we 
have a Discord channel for writing sprints. 

• Planner Group: Audrey’s Author Planners & Workbooks. Giveaways, tips, 
planning support, community.  

• Instagram:  TWS, author account.  

• Twitter:  TWS, author account.  

• My YouTube channel 

• Email Me 

• LuLu Planners (coil-bound) 

• Amazon Planners (perfect-bound) (click on “All Formats.”) 

• Etsy Shop (printable and digital planners) 

Notes:_________________________________________________________________ 

 ______________________________________________________________________ 

 ______________________________________________________________________ 

 ______________________________________________________________________ 

 ______________________________________________________________________ 

 ______________________________________________________________________ 

 ______________________________________________________________________ 

 ______________________________________________________________________ 

 ______________________________________________________________________ 

 ______________________________________________________________________ 

 ______________________________________________________________________ 

 ______________________________________________________________________ 

 ______________________________________________________________________ 

 ______________________________________________________________________

http://www.facebook.com/thewriteservices
http://www.facebook.com/authortransformationalliance
http://www.facebook.com/audreyiswriting
http://www.facebook.com/groups/sprintsandspirits
http://www.facebook.com/groups/audreysplanners
http://www.instagram.com/thewriteservices
http://www.instagram.com/audreyiswriting
http://www.twitter.com/thewritesrvcs
http://www.twitter.com/audreyiswriting
https://www.youtube.com/channel/UC8LB1XsbUh3CDSUdNHJ6TpA
mailto:audrey@thewriteservices.com?subject=Author%20Planning
http://www.lulu.com/spotlight/audreyhughey
http://amazon.com/author/audreyhughey
https://www.etsy.com/shop/AudreysPrintables


Holiday Sales 
Planning Guide 

This guide was created to help make planning for holiday sales 
less overwhelming and more enjoyable.



Notes

Holiday Sales
PLANNING GUIDE

Want to improve your 4th quarter sales? Use this
planning guide and the links provided in the course
description to generate ideas about how you can
boost your book sales around the holiday season.

First things first: Does your book/series/genre naturally fit with any particular
holiday? If so, which one(s)? (Halloween, Thanksgiving, Christmas, Valentine's Day,
etc.)

Which book or series (boxset?) would you most like to promote? Narrowing down
your backlist and choosing a single title or series (or boxset) can greatly simplify
your planning, marketing, and magnify your results.

Thinking about previous launches or promotion events, which 1-3 tactics helped you
gain the most visibility and the best results? Write these down to incorporate in your
plan later. 

Created by Audrey Hughey for the Author Transformation Alliance



Holiday Sales
PLANNING GUIDE

Ideas
 Kindle Countdown Deal. Use KDP's promotion tools to set up a countdown deal
sometime between mid-November and New Year's Eve. Consider Black Friday
through Cyber Monday, or other long weekends. 
 Wide Pricing. For those who are not enrolled in KDP Select, you can either try
to imitate a countdown or--even easier--simply set a limited-time discount. For
highest appeal, aim for 40-75% off your usual list price. 
 Kindle Select Free Days. If you are promoting a series, setting up a free day (or
days) can help introduce new readers to the series. With the first book set for
free, the new reader can binge the rest of (non-free) series.
 Wide Free Days. If you're wide, you can still use the first-in-series-free tactic.
Determine your timeframe for the free period, set the pricing per platform, and
ensure your marketing (graphics, copy, content plan) includes the urgency of
the limited time opportunity to read the first book free.
 Boxset Discount. Setting a steep discount (40%-70%) for a limited time can
create an offer for readers that builds in a logical no-brainer combined with a
sense of urgency to complete the purchase.
 Etsy Gift Pack. If your situation allows, consider creating a premium reader gift
pack filled with your paperback(s) and holiday- and/or genre-themed goodies. 
 Direct Order Paperbacks. If you have shopping set up on your website,
consider offering a sale on your paperbacks for the holidays. You can attach
bonus gifts of ebooks or PDFs with short stories as an extra, unexpected thank
you for your readers. 
 Holiday Reader Party. Use your favorite social media platform to throw a
holiday party for your fans and focus your content on the book/series you want
to promote. 
 Holiday Anthology. Consider taking part in a holiday anthology for your genre
to cross-promote with other authors and introduce your writing to new readers. 
 Free or $0.99 Short Story. Publish a short story and offer it for free (or price it
as low as possible), then promote widely (your newsletter, social media, paid
promotions, etc.) to reach new readers. Ideally, this short story will tie into the
book you want to boost sales for. 

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

Created by Audrey Hughey for the Author Transformation Alliance
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Holiday Sales
PLANNING GUIDE

Created by Audrey Hughey for the Author Transformation Alliance
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Holiday Sales
PLANNING GUIDE

Select 1-3 ideas to implement. Remember, less is often more, and focusing your
efforts on fewer tactics allows you to magnify your results. Prioritize your list.

For your 1st tactic, detail what you are going to do and when:

For your 2nd tactic, detail what you are going to do and when:

For your 3rd tactic, detail what you are going to do and when:

Created by Audrey Hughey for the Author Transformation Alliance
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PLANNING GUIDE

Notes

Action Date(s) Notes

Use these pages to create your action checklist. List out what you
need to do and when in order to fulfill your holiday book sales plan. 

Created by Audrey Hughey for the Author Transformation Alliance



Holiday Sales
PLANNING GUIDE

Notes

Action Date(s) Notes

Use these pages to create your action checklist. List out what you
need to do and when in order to fulfill your holiday book sales plan. 

Created by Audrey Hughey for the Author Transformation Alliance



Holiday Sales
PLANNING GUIDE

Notes

Action Date(s) Notes

Use these pages to create your action checklist. List out what you
need to do and when in order to fulfill your holiday book sales plan. 

Created by Audrey Hughey for the Author Transformation Alliance



Results

Holiday Sales
PLANNING GUIDE

Use this page to record your observations throughout implementation of
your plan. After your holiday promotion period has ended, record your
results and make notes about what worked. You can use these notes to
improve your next promotion.

Created by Audrey Hughey for the Author Transformation Alliance



12-Month 
Marketing Planner 

In this workbook, you’ll be guided through creating your 12-
month marketing plan, building varying weekly content layouts 
for each month, creating content buckets and hashtag banks, 
and organizing yourself marketing efforts for the year to come.



12-Month Marketing Plan
Special Days

Use THIS page to notate all special dates, release dates, preorder announcements, book 
birthdays, etc. Knowing this ahead of time will help ensure you don’t overlap marketing 
intentions or miss dates that are important to you, your family, or your writing goals. 

January MarchFebruary

JuneMayApril

SeptemberAugustJuly

DecemberNovemberOctober



12-Month Marketing Plan
12-Month Overview

Use this twelve-month overview to plan what book or product you’ll be focused on marketing 
each month. Remember to consider preorder and release dates so you can prioritize them. 

January MarchFebruary

JuneMayApril

SeptemberAugustJuly

DecemberNovemberOctober



12-Month Marketing Plan
Weekly Layouts

Use this page to build each month’s weekly content layout (excepting release days and 

special events or holidays). Remember the general rule: limit sales posts to two per week.

Sun Mon Tue Wed Thu Fri Sat

Jan

Feb

Mar

Apr

May

Jun

Jul

Aug

Sep

Oct

Nov

Dec



12-Month Marketing Plan
Get Organized

What system will be using to detail your twelve-month marketing plan? ______________ 

____________________________________________________________________________ 

Will you be creating your social media calendar on your own or will you enlist help?

____________________________________________________________________________ 

If you will enlist help, how will you find someone to help you? ______________________ 

____________________________________________________________________________ 

What are the steps you will take to finish filling out your 12-month marketing plan?

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

What else do you need to do to put your plan into action? _________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

Do you need to create content for your “buckets”/albums? _________________________ 

Do you need to create multiple hashtag groups for each content bucket? _____________



12-Month Marketing Plan

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________

Notes



Release Map 
Cheat Sheet 

Use these worksheets to help you get an overview of your 
writing, release, and project schedule for the coming year.



Release Map
Use the following pages to map out your writing plan—including your 
releases—and determine when you’ll use promotions to drive an increase 
in sales or downloads. This will also help you plan your launches and 
visibility bumps. Although everyone has a different system and tactics 
for promotion, these *general guidelines* may help you prepare for your 
releases: 

•3 months prior: seek book bloggers for reviews; give sincere 
shoutouts on social media to influencers whose audiences might 
enjoy your work; set up your reader magnet and welcome sequence 
to introduce new readers to your work (learn more about reader 
magnets and welcome sequences at bit.ly/JournalResources).

•2 months prior: seek interview and guest-blogging opportunities; 
promote your reader magnet to build your email list; plan and set up 
pre-order party, order gifts and prizes.

•1 month prior: promote pre-order party; plan and promote release 
party; newsletter swaps with partner authors; continue to promote 
reader magnet to build email list. 

•Release month: run pre-order party; run launch party; ensure book 
reviews posted; ensure interviews posted; thank reviewers; push 
reader review campaign; advertise in BookBub or other reader 
newsletters; continue to build email list; announce release to your 
email list. 



Release Map

February

May

August

March

June

September

DecemberNovember

January

April

July

October



January February March

April May June

July August September

October November December

My Project Schedule



Newsletter Planner 
Use these pages to build your newsletter strategy and plan out 
individual newsletter broadcasts. Think carefully about the 
expectations you offer to your subscribers and how you can 
best serve them through your newsletter. 



Newsletter Planner
Your Readers 

The  most  important  consideration  when  planning  your  newsletter 
strategy is your readers. Use the following questions to get clear on your 
ideal subscribers (who should be your fans and superfans).

Who is your reader? What do they read and how often? 

What do they enjoy receiving in a newsletter? (Hint: ask them!)

What expectations have you set for your subscribers?

Are  there  adjustments  you  need  to  make  so  your  newsletter  can  be  more 
enjoyable for you to create and for them to open?



Newsletter Planner

Your Content 
If  you haven’t  already done so (or  you need to revisit  the topic),  take a 
moment  to  consider  organizing  the  structure  of  your  newsletter  via 
“content buckets.”  This  concept not only helps us make our newsletters 
consistent  in  style  and  delivering  on  subscriber  expectations,  but  also 
make  newsletter  creation  easier  and  less  time-consuming.  Pick  3-5 
content topics you would like to include in your newsletter. For example, 
five author newsletter categories might be: “What I’m Up To,” “Featured 
Read,”  “Current  Deals,”  “On  the  Blog,”  and  “Instagram  Digest.”  Use  the 
boxes below to sketch out your content template.



Newsletter Planner
Sketch Your Plan 

Consider  your  quarterly,  mid-year,  and  new  year  planning.  Have  those  pages 
ready?  Good!  Now  let’s  use  the  following  12  boxes  to  sketch  out  a  brief 
monthly newsletter plan (main topics) based on your writing project schedule. 



Blog Planner 
Use these pages to build a strategy for your blog and generate 
a list of content ideas so you can avoid “blog-writer’s block.”



Blog Planner
Your Blog’s Purpose 

When you’re  thinking  about  what  to  write  for  your  blog,  you  should  keep your 
reader’s  at  the  forefront  of  your  mind.  Who  are  you  writing  for?  If  you  are 
writing  non-fiction,  then  this  answer  can  be  less  complicated.  When  you’re 
writing  genre  fiction,  blog  writing  can  be  a  difficult  task.  The  number  one 
mistake  I  see  is  genre  writers  creating  blog  posts  solely  around  the  topic  of 
writing,  rather  than  around  the  topics  and  themes  presented  in  their  fiction. 
Unless  writers  are  your  target  audience,  only  blog  about  your  writing  process 
precisely  in  response  to  fan  questions.  Otherwise,  stick  to  the  topics  and 
themes you present in your stories. 

Who  is  your  target  audience?  Write  a  description  of  your  ideal  reader  and 
imagine what they would hope to read when visiting your blog. 

What  topics  do  you  explore  in  your  work?  Which  topics  resonate  with  your 
readers (single mothers getting a second chance at love, vigilantes fighting for 
justice, the bonds shared by family, etc.). 

With  the  above  answers  in  mind,  develop  a  one-sentence  statement  of 
intention for your blog. Next, jot down five different topics you explore in your 
work. 



Blog Planner
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Use the following two pages to sketch out blog topics. It’s a lot easier to do a 
bunch  at  once  and  then  keep  this  sheet  handy  when  it’s  time  to  write—
especially if you use content batching to get ahead on your blog. 
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Blog Planner



Income and Expenses 
Use the following pages to keep track of your income and 
expenses for the coming year so you don’t have to rush and 
dig for records when tax time comes around.



Income and Expenses
Date +/- Amount Description Provider Project
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Date +/- Amount Description Provider Project



Date +/- Amount Description Provider Project

Income and Expenses
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Income and Expenses
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Date +/- Amount Description Provider Project



Date +/- Amount Description Provider Project

Income and Expenses



Tax Prep Checklist 
Use this checklist to help you prepare your income, expenses, 
and documentation from the past year so you’re ready for the 
upcoming tax season.



Tax Prep Checklist
Do you have any legal documentation for your status as a sole proprietor/LLC/

publisher/etc.? ____________________________________________________________________ 

List all accounts and credit cards you’ve used to pay for your writing and publishing 

expenses in the past year. Check them off as you review the statements for each 

month and ensure you have separate records of every expense.  

            ___________________________________________________________________ 

            ___________________________________________________________________ 

            ___________________________________________________________________ 

            ___________________________________________________________________ 

            ___________________________________________________________________ 

            ___________________________________________________________________ 

            ___________________________________________________________________ 

 ___________________________________________________________________ 

Where did you receive royalty and writing-related income from this year? Check off 

each as you receive your. documentation from them. 

            ___________________________________________________________________ 

            ___________________________________________________________________ 

            ___________________________________________________________________ 

            ___________________________________________________________________ 

            ___________________________________________________________________ 

            ___________________________________________________________________ 

            ___________________________________________________________________ 

 ___________________________________________________________________



Tax Prep Checklist
Date Amount Income Description/Source



Tax Prep Checklist
Date Amount Income Description/Source



Tax Prep Checklist
Date Amount Expense Description/Provider



Tax Prep Checklist
Date Amount Expense Description/Provider



Tax Prep Checklist
Date Amount Expense Description/Provider
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