
 

 

  



WELCOME. 

 

 

Dear Empowered Woman, welcome to Time Smart. 

I am so happy that you have decided to join this challenge and have made 

the commitment to become the best version of you.  Over the past year, I 

have witnessed woman after woman trying to accomplish more in less time 

and effort. As a result of this feedback Time Smart was birthed! 

I believe that for you and I to enjoy more peace, more order and more 

lasting satisfaction in our lives we need to get back to the basics. 

These basics don’t necessarily involve working harder, but working smarter.  

We need to take back control of our hours, days, choices and decisions. Each 

day is made up of several choices that will ultimately dictate how we will feel 

when we go to bed at night. 

My hope is that at the end of this 7-Day challenge you will feel more in 

control and satisfied with your life. That you will once again feel like the 

empowered woman that I know you were designed to be. 

Welcome to Time Smart! 

 

 

Cheering you on, 

 

Coach Silvia 

  



 

  



Day 1  

Not Another Appointment... 

Welcome to Day 1! 

Yes, we are starting Day 1 of our challenge and will be speaking about appointments.  But this 

appointment is with you!  The most important person is YOU. 

I know you’re thinking “Wow, did you really just say that?”  Yes, think about it.  If you don’t take 

care of yourself, you are not only crabby, but also no fun to be around. 

So many of us start our day by jumping out of bed and hurrying to take care of others. That could 

mean: our children, spouses, bosses, siblings, aging parents or grandchildren. Your day has 

already been scheduled for you... by others! 

It seems as if everyone has made an appointment in your schedule without you even noticing. 

Your first appointment of the day should be with YOU! That’s right—you can't be there for 

anyone else until you have taken the time to organize yourself and, your thoughts. Therefore, 

your day and your first appointment should be you. 

What do I mean by that?  

Start your day with quality quiet time. I don’t mean thinking about what you need to get done but 

instead, mediating on you and the woman that you are. Grab a cup of coffee or tea, turn on a 

candle or diffuser, and grab your favorite spot for your most important appointment of the day.  

Here are some questions that may get you going... 

1) What one thing am I grateful for that happened yesterday? 

2) Who is one person that I want to connect with today?  

3) What one thing can I do for me that will make me a better “me” today? 

4) What is the one thing I need to do today to make this a successful day? 

These are just some questions that you can ask yourself as you start your quiet time each day. 

Now, because this is a new process, it will require a sacrifice on your part.  It will require you to 

wake up before the rest of the house does...before all the bustle of your day gets started. 

 

 

 

Challenge # 1 

Start by setting your clock and writing in your new appointment in your calendar. I 

suggest that you ask someone close to help you stay accountable for your most 

important appointment of the day.  

I know you can do this! 



 

 

 

 

 

 

1. This challenge pushed me to question or think…. 
___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________ 

2. Today, I will start thinking differently about me and will put the following 
practices in place in order for me to succeed… 
1. _____________________________________________________________________ 
2. _____________________________________________________________________ 
3. _____________________________________________________________________ 
4. _____________________________________________________________________ 

 

3. I will be accountable to ________________________________________, and she will 
ensure that I complete this challenge.  I will reach out to her by this day and 
time __________________________. 

 

4. I will set my alarm at ______ and will start by _____________________________________  
________________________________________________________________________________________ 

 
 

5. Completing this challenge is important because it will allow me to 
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________ 
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Day 2  

I Am the Wisest at…  

Welcome to Day 2! 

We all work our best at a certain time of day.  I won’t get into a debate about which is a better, 

early riser or a night owl. However, we do need to pay attention to when we are at our best. 

I know that I operate my best in the mornings.  My mind is alert, my creative juices are flowing 

and I am not about to bite anyone’s head off.  That’s me.  However, I have a friend that starts to 

get going at about 10pm at night.  Not because she has young children or because everyone is in 

bed and the house is quiet but, because this is the best time of the day for her to work and think.  

For me that’s the best time to hit the sack but not her. 

I also want to tackle the need for perfection today.  You don’t necessarily need to work at 5am or 

10pm and expect perfection.  You need to start coming to grips with what “your” best is and be 

satisfied with that. 

So many of us constantly look over our shoulders, scanning on our FB newsfeed, Instagram, 

Twitter, etc., and comparing our best with Ms. Betty Crocker or Martha Stewart or the latest 

millionaire of start-up companies. 

STOP IT!! 

Your best is good enough, and those who love you appreciate your best any day! 

So today, two things to think about: 

1. At what time do I work the best? 

2. Today, I will let go of perfection.  

 

 

 

 

 

 

 

 

Challenge # 2 

Schedule some time on your calendar for that “special” project you’ve wanted to 

accomplish or finish.  Make sure to do it at a time when you perform your best and 

are in the best state of mind and physical strength. 

I know you can do this! 

 



 

 

 

 

 

 

1. This challenge pushed me to question or think…. 
___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________ 

2. Today, I will start thinking differently about me and will put the following 
practices in place in order for me to succeed… 
1. _____________________________________________________________________ 
2. _____________________________________________________________________ 
3. _____________________________________________________________________ 
4. _____________________________________________________________________ 

 

3. I will be accountable to ________________________________________, and she will 
ensure that I complete this challenge.  I will reach out to her by this day and 
time __________________________. 

 

4. Completing this challenge is important because it will allow me to 
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________ 

 
5. Today I will tackle…. 

________________________________________________________________________________________
________________________________________________________________________________________ 
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Day 3  

Breaks Are a Necessity… 

 

Welcome to Day 3! 

Breaks?!?!?!?! What are those?  When I have a break or a few minutes to breathe, I go and 

fold clothes, put in another load of laundry, organize a bedroom, wash those few dishes in 

the sink etc.  However, that’s not really taking a break, is it? 

No!  A break is meant to interrupt what you are doing in order to provide the body and 

mind with a short period of rest.  A time to do nothing in order to recharge and refuel. 

It is known that powerful people take power naps of about 20 minutes every day.  These 

short “breaks” or “naps” allow them to refuel so they can continue to be creative and 

innovative in their skills.  If we fill that “time” with another task, then the mind and body is 

never given the opportunity to fully rest. 

Ladies, a break, rest, or nap is not a bad or negative thing…it’s a necessity! 

Just as we teach babies and toddlers to nap and rest, we, too, need to rewire our mind and 

body to rest. 

Have fun with today’s challenge and be creative in whatever your current situation may 

be.  Be intentional about your “breaks” today! 

 

 

 

 

 

 

 

 

Challenge # 3 

Schedule 2 “15 minute breaks” in your schedule today.  One in the morning hours 

and another one in the afternoon. 

Go for a walk or sit quietly in a place where you will not be interrupted. 

I know you can do this! 

 



 

 

 

 

 

 

1. This challenge pushed me to question or think…. 
___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________ 

2. Today, I will start thinking differently about me and will put the following 
practices in place in order for me to succeed… 
1. _____________________________________________________________________ 
2. _____________________________________________________________________ 
3. _____________________________________________________________________ 
4. _____________________________________________________________________ 

 

3. I will be accountable to ________________________________________, and she will 
ensure that I complete this challenge.  I will reach out to her by this day and 
time __________________________. 

 

4. Completing this challenge is important because it will allow me to 
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________ 

 
5. My 2 breaks today will be at:   

 
Break  #1: ___________________ 

Break  #2: ___________________ 
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Day 4  

Snoozing, Cherries and Lavender 
Welcome to Day 4! 

There were times in my life when I would “dream” of sleeping through the night.  Yes, a full 

night’s sleep was a distant memory after my teenage years. 

Sleep and lack of sleep plays a number on our mood, creativity, mental clarity and energy for the 

next day.  We need good quality sleep to be in our optimal mental and physical shape.  So where 

do we find this phenomenon that many times tries to hide its face from us? 

I have found that I have to be intentional about this area of my life too in order to be the best 

version of me!  Here are some suggestions to help you find a little sweet and lasting snoozing: 

1.) Watch what you eat!  Yes, eating a few carbs before bed is a good thing.  Carbs set the 

tone for you wanting to sleep….just like they do in the mid-afternoon.  Also, don’t drink 

too many fluids before going to bed—this will interrupt your continuous sleep by waking 

you up for several trips to the bathroom! Stay away from spicy or fried foods as these 

will give you an upset stomach and will also keep you awake at night. 

2.) Cherries, cheeries, cheeries—oh how I love thee!  Yes, it happens to be my favorite 

fruit; however, according to several articles (including Women’s Magazine), cherries 

help with the snoozing. A glass of cherry juice may be an effective way to fall asleep 

faster, says a team of researchers from the University of Pennsylvania and University of 

Rochester. In their study, they found that cherries, particularly tart cherries, naturally 

boosted the body's supply of melatonin, which helped people with insomnia. 

3.) Essentials oils, bath soap and feet!  I am a huge believer in essential oils helping with 

many ailments in a natural way.  For example, lavender played a very important role 

with finding my sleeping rhythm again.  Yes, I take a bath with a soap infused with 

lavender, put some lavender in my diffuser and also put some lavender on the soles of 

my feet.   Ahhhh, it’s always sweet dreams for me—I can take a nap right now just 

thinking about it! 

At the end of the day (literally the end of your day), be mindful of your routine and what you eat 

because it will make all the difference in the quality of sleep you get. 

 

 

 

 

Challenge # 4 

Get yourself some new comfy jammies and try out some Lavender                                      

infused items tonight! 

I know you can do this, happy snoozing! 



 

 

 

 

 

 

1. This challenge pushed me to rethink…. 
___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________ 

2. Today, I will start thinking differently about the importance of my sleep and 
will put the following practices in place in order for me to succeed… 
1. _____________________________________________________________________ 
2. _____________________________________________________________________ 
3. _____________________________________________________________________ 
4. _____________________________________________________________________ 

 

3. I will be accountable to ________________________________________, and she will 
ensure that I complete this challenge.  I will reach out to her by this day and 
time __________________________. 

 

4. Completing this challenge is important because it will allow me to 
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________ 
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Day 5  

How to Say No….Nicely 

Welcome to Day 5! 

 

We all have people in our lives that are just VAMIPIRES of our time.  They suck us dry until 

we say, “NO MORE” or there is no more of us to give!  They ask us for something and we 

are on the hot seat until we give THEM a perfectly logical explanation (defined by them!) as 

to why we can’t do something for them. 

They make every decision, every invitation, every appointment, dinner idea, restaurant 

selection about THEM!  You can’t get rid of them. 

It’s time to take your life BACK!!!!! 

Okay, so some of them are not that bad but others are borderline there.  The thing is that 

you give into them time and time again and then you are frustrated that you didn’t say no 

in the first place.  Stop the guilt and say NO!  You don’t need to explain yourself every time, 

Your “NO” is enough. 

Stop spinning your wheels and start being very selective with what you say YES to and 

your time.   

Have you ever heard Dr. Phil say that we teach people how to treat 

us?  Well, it’s true.  If you always say ”yes” they know to come to you 

first because you will not turn them away. 

Give priority where priority is earned and appreciated.  The next 

time someone comes to you think about what you will need to say 

“no” to in order to say “yes” to them. 

 

 

 

 

 

 

Challenge # 5 

Look over this week’s calendar and check that your appointments are there because 

that’s what YOU want to be doing with the 168 hours you have for this week! 

I know you can do this! 

 



 

 

 

 

 

 

1. This challenge pushed me to rethink…. 
___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________ 

2. Today, I will start thinking differently about me and will put the following 
practices in place in order for me to succeed: 
1. _____________________________________________________________________ 
2. _____________________________________________________________________ 
3. _____________________________________________________________________ 
4. _____________________________________________________________________ 

 

3. I will be accountable to ________________________________________, and she will 
ensure that I complete this challenge.  I will reach out to her by this day and 
time __________________________. 

 

4. Completing this challenge is important because it will allow me to 
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________ 

 
5. What will you give your BEST YES to this week?  

________________________________________________________________________________________ 
 
     ________________________________________________________________________________________ 
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Day 6  

The Key to Connecting 

With the Right People…. 

Welcome to Day 6! 

We connect with people daily for several different 

reasons.  Some are necessary, others are optional and others are just plain not needed.  Yes, I 

went there! 

This topic is very important and can hold the secret to you thriving, succeeding and moving 

forward in your life.  The key is to become aware of who these people are: 

1.) Who have you allowed into your circle of influence? 

2.) Who have you provided a front row seat in your life to?  

3.) Who are you passing the “mic” to so they can speak into your life? 

4.) Who are you being intentional in spending time with so that your own life is improved 

and enriched? 

There are people that I connect with and when I leave that meeting or dinner, I am energized and 

ready to conquer the world!  There are also people who due to certain obligations, which I 

connect with I am left completely depleted and spent!  There is a difference, and it is very 

important to understand and be aware of who the “right people” are to connect with during this 

key period in your life. 

Not everyone will be “for you” during this season and that’s okay.  Some of these people may be 

family members.  What I suggest here is that you control the amount of time you spend with 

them.  Be selective about what’s on your schedule and identify the “energy-draining” 

commitments you have listed.  If you know you have a stressful project at work, try to go to 

dinner with someone that energizes you, that is positive in their outlook on life, and is going to 

give you a word of encouragement.  By the same token, don’t schedule time with people that 

make every conversation about them, their latest adventure or project or whose favorite past 

time is to complain about everything under the sun!!! 

 

 

 

 

Challenge # 6 

Look over your agenda for next week AND reschedule or cancel energy- draining 

appointments! 

I know you got this! 

 



 

 

 

 

 

 

1. This challenge caused me to rethink…. 
___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________ 

2. Today, I will start thinking differently about the people in my life and will 
put the following practices in place in order for me to succeed: 
1. _____________________________________________________________________ 
2. _____________________________________________________________________ 
3. _____________________________________________________________________ 
4. _____________________________________________________________________ 

 

3. I will be accountable to ________________________________________, and she will 
ensure that I complete this challenge.  I will reach out to her by this day and 
time __________________________. 

 

4. Completing this challenge is important because it will allow me to 
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________ 

 
5. Can you identify the key people in your life during this season?  Note:  Your 

immediate family is a given, who else are you seeing as a key 
relationship?________________________________________________________________________
_______________________________________________________________________________________ 
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Day 7  

Living Guilt-Free (Sabbath living) 

Welcome to Day 7! 

I have enjoyed having you along for this journey of becoming smart with our time.  Thank you!!! 

After everything that we have been through this week, the decisions, the challenges, and the 

mindset changes, we are just tired, empowered women.  Would you agree?  That’s why I find it fit 

that we end our journey together with a day of guilt-free living! 

Did you know that studies show women are less happy today than they were 40 years ago?  Why 

would that be?  In her book, Successful Women Think Differently, Valorie Burton explains that 

women experience certain levels of dissatisfaction when they feel they are somehow not where 

they are supposed to be in life.  

According to Valorie, when women were surveyed they kept bringing up two words—

expectations and guilt.   The expectation was that they should have it all, and the guilt was that 

they were not doing enough. Our society celebrates the “Super Woman” and at the same time 

puts unrealistic expectations on us.  Instead of making us feel happier and more satisfied because 

of all the opportunities that we now have as women, we instead feel overwhelmed and 

inadequate.  

So it’s time to make peace with the idea of REST!  Yes, stop feeling guilty because you are tired 

and want to do absolutely NOTHING. You have worked hard this week, and both your mind and 

body deserve a little TLC and time off. 

I wonder if you are aware of the things that allow you to fully rest, disengage from life, and truly 

relax?  For example, the things that help me get started are: 

1) Turning off my phone or social media 

2) Getting into some comfy clothes with no makeup  

3) Snuggling up with a good magazine or book 

4) Ordering pizza  

5) Scheduling a good nap for the day 

Lastly, make sure that everyone in the house understands that this is a “no work/guilt free” type 

of day for you and them! 

 

 

 

Challenge # 7 

Grab your planner and decide which day will be your Guilt-Free day this week.  Make plans with 

the family and allow everyone else the room to celebrate this day the way it works for them. 

I know you can do this!  



 

 

 

 

 

 

1. This challenge caused me to rethink…. 
___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________ 

2. Today, I will start thinking differently about honoring the Sabbath in my life 
and will put the following practices in place in order for me to succeed: 
1. _____________________________________________________________________ 
2. _____________________________________________________________________ 
3. _____________________________________________________________________ 
4. _____________________________________________________________________ 

 

3. I will be accountable to ________________________________________, and she will 
ensure that I complete this challenge.  I will reach out to her by this day and 
time __________________________. 

 

4. Completing this challenge is important because it will allow me to 
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________ 

 
5. Because of the new habits that I have developed this week my life will 

________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________ 
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