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WELCOME

Thank you for downloading this everVine Resource.

At everVine, we believe thoughtful systems create space for meaningful work.
Whether you lead a business, manage a team, serve clients, oversee projects, or carry a
combination of responsibilities, the day-to-day demands of work can quickly consume
the time and energy intended for thoughtful leadership, strategic priorities, and
meaningful growth.

Our hope is that this resource provides practical guidance, encourages thoughtful
reflection, and helps you approach your work and responsibilities with greater clarity
and confidence.

Every business and leader is unique, and every season brings different needs. We hope
this resource offers clarity, organization, and a helpful starting point for your next
steps.

About everVine

everVine partners with businesses, executives, and leaders to provide
administrative, operational, and organizational support that creates greater clarity
and capacity for the work they lead.

O
From executive support and business administration to systems, project
management, and day-to-day operations, our goal is simple: /
To help businesses and leaders thrive through thoughtful support behind the %—“\l‘\\‘“
scenes.
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Healthy systems create margin for what matters most.
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WHY THIS MATTERS

A Healchier Rhythm for Your Workweek

Work will always include the unexpected. A healthy weekly rhythm is not designed
to eliminate interruptions or control every hour.

It creates enough structure around the work that there is still room for the
people, priorities, and opportunities that cannot be planned.

THE 5 RHYTHMS OF A HEALTHY WORKWEEK

= RO 7

Plan Connect Lead Operate Restore
Create space to Build relationships Give focused Handle the Protect time for
think ahead, set and make attention to systems, rest, renewal, and

priorities, and intentional time for decisions, communication, life outside of
prepare for what clients, colleagues, direction, follow-up, and work to support
matters most teams, and others development, and details that keep sustainable
you serve the work that the work moving leadership
requires your well
leadership.

When your week is shaped around these five rhythms, your time becomes
more intentional and your work becomes more sustainable.

This planner will help you design a weekly rhythm that protects your

priorities, supports your responsibilities, and creates margin for what
matters most.

You cannot do everything. You can steward your time in a way that reflects

what matters, supports the people you lead and serve, and gives your most
important work the attention it deserves.

A LEADERSHIP REMINDER

Y/

AR

S A healthy rhythm is not about doing more.
’y It is about creating space for the work that matters most—

and the life that exists beyond it.

CLARITY . STEWARDSHIP . SUSTAINABLE LEADERSHIP
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Before You Plan Your Week
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Before creating a healthier rhythm, take a moment to notice what is already shaping your time.

WHAT FILLS MY WEEK

WHAT NEEDS SPACE

- List the responsibilities, meetings, preparation,
communication, and recurring tasks that are part of
your typical workweek.

I

PLAN

What needs protected time for
planning, preparation, strategy, or
focused work?

Who needs intentional time for
conversation, collaboration,
relationship-building, or support?

@ NOTICE THE PATTERNS

What happens every week? @ Where do my leadership, decisions,

Which responsibilities and commitments are direction, or development need
part of my regular work rhythm? focused attention?

What takes the most time?

Where am | consistently investing the largest
portions of my week?

OPERATE

What systems, communication, follow-
up, or operational details need

What gets interrupted most often? consistent time each week?

Which important responsibilities are regularly
pushed aside?

RESTORE

. What time do | need to protect for
What tends to become urgent: rest, renewal, family, and life outside

What repeatedly requires last-minute attention of work?
that could potentially be anticipated?

What am | carrying unnecessarily?

What could be delegated, simplified, scheduled
differently, or released?

WHAT | NOTICE

Where does my week feel most reactive? CLARITY PAUSE

Step back before you begin planning.
Consider what truly deserves your
time and attention—and what does
not.

Your time is one of your most valuable
resources

CLARITY . STEWARDSHIP . SUSTAINABLE LEADERSHIP
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BUILD YOUR OWN RHYTHM

vz

A Healthier Workweek

©®© &2 @© &

PLAN OPERATE RESTORE

Use the five rhythms above as a guide. Identify the focus for each day and
the times you want to protect for each rhythm throughout your week

SUNDAY
MONDAY
TUESDAY
WEDNESDAY
THURSDAY
FRIDAY
SATURDAY
PROTECT WHAT MATTERS ——
Vs
What needs a consistent place What time or space needs to What boundary will help
in my week? remain flexible? protect this rhythm?
A healthy rhythm provides direction without removing flexibility
CLARITY . STEWARDSHIP . SUSTAINABLE LEADERSHIP

everVine



oD

everVine

PROTECT YOUR MARGIN

Y/

A sustainable workweek includes margin for rest, renewal, and life
outside of work. Without margin, even good rhythms can become
overwhelming.

WHERE DO | NEED MORE MARGIN? \\
% Look at your weekly rhythm on the previous page. ) \ yi)
Where does your schedule feel too full or leave too little room for «\Nﬁ’
the unexpected? ~
AREAS THAT FEEL FULL OR OVERLOADED MARGIN | WANT TO CREATE
Where do | feel stretched too thin? What would bring more breathing room?
o o
o o
o o
o o
o o
o o
o o
o o
o o
@ MARGIN PROTECTORS What will help you protect the margin you are creating?
®
Small boundaries create space for what P
matters most.
o
WEEKLY RHYTHM CHECK
At the end of each week, ask @ Margin i ¢ ted
yourself: argin IS not wastea space
Did | focus on what mattered most? "'
Did | protect time for rest and renewal?
Did | lead from a place of peace or pressure? It creates room to think clearly, respond
What can | adjust for next week? intentionally, and give your best attention

to what matters most.

CLARITY J STEWARDSHIP SUSTAINABLE LEADERSHIP
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Ready to Talk?

Whether you are exploring your options or ready to move forward, we would be honored
to help you find the right support for your business, leadership, and work.

Schedule a complimentary Discovery
Conversation

14

\/ evrvine.com
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Helping businesses and leaders steward their time, systems, and resources

SO they have more margin fOT what matters most.

Explore More Business & Executive Resources

Continue building healthier rhythms, clearer priorities, and stronger systems with
these everVine resources:

Business Priority Filter

Business Delegation & Decision Matrix
Business Operations Health Assessment
What to Delegate First

Available at:
evrvine.com/business-executive-support
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This resource may be shared in its original form for personal or business use. It may not be altered, sold, or redistributed for commercial purposes without written permission.
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