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Week FourPRODUCTIVITY

https://dsoa.com/
mailto:hello%40dsoa.com?subject=


© DANCE STUDIO OWNERS ASSOCIATION • DSOA.COM • HELLO@DSOA.COM 2

As a dance studio owner, most of the time you feel you need to wear a lot of different hats 
to thrive (or sometimes, even just to survive) in business. In running your studio of course 
there’s a wide variety of tasks for you to handle yourself, delegate or oversee which is why 
effective time management strategies are crucial.

In both your business and your personal life, your time is your most valuable resource. 

Improving your productivity will not only free up your schedule to spend more time and 
resources on growing your studio, but will also empower you to spend more quality time 
with your friends, family and giving you the much needed ‘down-time’ that is critical in 
avoiding overwhelm and burnout. 

In this workbook you’ll discover all of the 
best apps and systems that you can use to 
make sure that you get the right things done 
in half the time.

We will also walk you through customised 
templates to help you:

• Track and audit your time effectively
• Prioritise your tasks with the ultimate To-

Do model for studio owners 
• Assess your workload quickly, and to

efficiently delete or delegate
tasks automatically

• A list of tasks for you to outsource -
simply copy and paste these tasks into a
job description for a Virtual Assistant to
take over, and you’ll gain hours each day.
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WATCH MIKE BRCIC'S INNER CIRCLE PRO-CLASS: 'THE REAL 4-HOUR WORK WEEK'
DOWNLOAD THE EXECUTION MASTERY TEMPLATE
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member.dancestudioownersassociation.com
https://drive.google.com/open?id=1Ge2Y5fbPULM0bn45CIgqe3WbPd5bwdDe
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FINANCE AND ACCOUNTING

• GUSTO streamlines your dance studio’s
online employee onboarding, payroll, tax
and benefits process. In the USA, Gusto
automatically reports new hires to the
government; handles all local, state and
federal tax filings; automates deductions
for benefits and workers’ comp payments;
and emails digital pay stubs to employees.

• XERO is our recommended accounting
software to help you run your studio and
provides a sense of your business’ overall
financial health.

• FRESHBOOKS is an app that gives business
owners and freelance teachers / staff a
simple way to manage and track invoices.

• WAVE is an easy-to-use accounting
software platform specifically for small
businesses like a dance studio with nine or
fewer employees.

• PAYPAL HERE is an app that allows dance
studios and businesses to attach PayPal’s
card reader to a tablet or other device and
use it as a portable register.

• EXPENSIFY makes keeping track of
business trip expenses less painful. You
can link your credit or debit card to your
Expensify account so the app will place
charges directly on an expense report.

COMMUNICATION

• ADDAPPT makes it easy to manage your
studio contacts, and allows you to organize
contacts into groups and send messages
via the app.

• ZOOM is a video-conferencing program
that hosts online meetings for all devices
and operating systems. It offers high-
quality video and crisp audio, and it’s
easy to set up and download.

• PUSHOVER is a great app that sends
push messages to any smartphone, and
organizes messages and notifications
from your devices in one common space.

• SLACK is a team-based instant messaging
platform, where you can organize your
team’s conversations into separate
private or public channels or send a
direct message. The app also makes it
easy to drag, drop and share images,

• PDFs and other files right in the chat.

YOUR PRODUCTIVITY TOOLKIT
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http://www.expensify.com
http://site.addappt.com/
http://www.zoom.us
https://pushover.net
http://www.slack.com
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TIME MANAGEMENT

•	 RESCUETIME automatically tracks 
time you’ve spent on applications and 
websites and sends you detailed reports 
and data based on your activity, giving 
you an accurate picture of how you spent 
your day.

•	
•	 MY MINUTES - If you find you can’t stay 

focused on your most important tasks 
— or you’re wasting too much time on 
Facebook — My Minutes can help you 
stay grounded by setting goals, such as 
“Spend only one hour checking email” or 
“Work out for 30 minutes.”

•	
•	 OMNIFOCUS shows you what tasks and 

projects are due and when, reviews		
completed tasks and syncs between your 
phone and desktop. 

						    

					   

ORGANIZATION

•	 ASANA allows you to view all tasks 
and projects and follow progress on 
the Asana board, and you can share 
notes, upload files and communicate 
without having to rely on email. Asana 
also integrates with Google Drive and 
Dropbox to attach files, and with Slack 
for communication to post updates to a 
Slack messaging channel.  

•	 PROVEN helps you organize your hiring 
processes, letting you post all your job 
listings to multiple job boards with one 
click on your smartphone.

•	 EVERNOTE is perfect for syncing notes, 
to-do lists and reminders across mobile 
and desktop devices.

•	 TRELLO - Similar to Asana, Trello is an 
easy-to-use project management app 
that tracks your team’s workflow. 

•	 DROPBOX is the most popular platform on 
which to store and share files on the cloud. 
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 YOUR 7 DAY PRODUCTIVITY AUDIT

The first step in maximizing your 
productivity inside and outside of your 
business is a simple one based on the 
principle that what gets measured gets 
managed. Using the below template, we 
want you to spend the next 7 days tracking 
exactly what you are working on each hour 
of your day. 

You can tweak this to half-hourly if you’re 
feeling inspired and want the best possible 
results (recommended). 

This table will help you track:

1. The task
2. How long it took
3. Your energy levels 
4. The priority of the task
						    
At the end of the time audit, we are 
going to review the tasks based on their 
value and necessity and also look for any 
themes in your mood and energy. We will 
uncover the times of day that you are most 
productive and focused, the types of tasks 
that energize and lift you up, and most 
importantly where we can “trim the fat” on 
your working hours.

TIME TASK
ENERGY - 

1 (HIGH) TO 5 (LOW)
PRIORITY - 

1 (HIGH) TO 5 (LOW)
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THE STUDIO OWNERS
TO-DO MODEL

The next tool to really assess and plan for 
a most productive day is to look at your 
To-Do list and place each task for the day 
into the below To-Do Model. Chances are 
you have seen this before, either as Former 
US President Eisenhower’s "Eisenhower 
Principle", or Dr Stephen Covey’s “The 
Urgent Important Matrix” 

This simple tool is effective and popular 
because it works. Using a simple grid, it 
defines tasks according to their importance 
and urgency:

•	 Quadrant 1 - URGENT and IMPORTANT
•	 Quadrant 2 - NON-URGENT 			 

and IMPORTANT
•	 Quadrant 3 - URGENT and 			 

NOT IMPORTANT
•	 Quadrant 4 - NOT URGENT and 		

NOT IMPORTANT

SO WHAT DO WE MEAN HERE BY 
IMPORTANT AND URGENT?

•	 Urgent Tasks: cause us to react, we stop 
what we're currently doing and work on 
the urgent task instead. For example, 
finding a replacement teacher on last-
minute notice, returning a phone call that 
is deadline-dependant, replacing/fixing a 
broken sound system mid-class.

•	 Important Tasks: lead us towards our 
overall mission or goals and these 
key actions often require planning, 
organization and initiative. For example, 
your new year student attraction 
marketing strategy, revamping your 
onboarding experience for new members, 
planning for expansion.

URGENT NOT URGENT

Important

Quadrant 1

Emergencies/crisis
Tasks delayed from Q2
Last minute requests
Deadline driven projects

Quadrant 2

Review and planning
Self-care/Healthcare
Working toward goals
Tending to relationships 
Recreation

Not Important

Quadrant 3

Phone calls, Emails
Busywork
Interruptions
Some meetings

Quadrant 4

FB, other social media
Excessive TV
Too much planning
Searching for the perfect tool
Other procrastinating activities
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THE 4D CHART - DO, DELEGATE, DELETE OR DEFER

Before starting any of your tasks or responding to any new requests, filter them through 
the 4Ds.

DO DELEGATE DELETE DEFER
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Clint
MY BEST,
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