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Work Management
Why have a system for managing work?

Sustains profitable operation of business

Satisfies legal onus for tax reporting 

Enables managing time, money efficiently

Exudes professionalism

Reduces stress
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System Must Be...
Reliable

Data readily accessible when needed

Data easily recovered from loss or damage

Timely

Allows quick entry for practicality

Provides sufficient notice for time-
sensitive events

Easy to use
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System should be...

Portable

Allows maximum flexibility for work/life 
management

Publishable

Tax reporting

Schedule sharing
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System may be...

Electronically-based

Paper-based

A combination of the above

Recommended reading:  Getting Things Done, 
David Allen
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Items to capture
Technical session information

Intake questionnaire

Contact/family information

Health/medical history

Ongoing sessions

SOAP notes

Recommendations

Personal anecdotes

6



Items to capture (2)

General business management

Appointments

Client sessions

Administrative tasks

Promotional/marketing functions
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Items to capture (3)
Income

Session payment information

Method of payment

Discounts, referral credits, multiple-
session package tracking

Gift certificates

Monetary amount or service type

Date of distribution

Redemption status
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Items to capture (4)
Expenses:  “ordinary and necessary”

Fixed monthly

Professional and administrative

Automotive

Marketing & business development

Content assembly

Frequency of distribution

Activity cost and efficacy
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Implementation
General administrative items

Item Paper Electronic

“Inboxes” •Snail mail •Email
•Voice mail

Contact 
information

•Address book
•File folders

•PIM software
•Custom database

Session (SOAP) 
Notes •3-ring binder

•Word processor
•Text editor
•Custom databse

Follow-up 
system

•Index cards, 
sorted 
chronologically

•PIM software 
with alarms
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Implementation (2)
Tax-related items

Item Paper Electronic

Activity 
Journal

•Expense ledger
•Mileage log

•PIM software
•Spreadsheet
•Google Maps

Income & 
expense

•Paper ledger
•File folders by 

category

•Finance 
software

•Spreadsheets

Paper evidence
•Account 

statements
•file folders

•Scanner/Receipt 
database
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Resources
Time/resource management:

Getting Things Done:  http://www.davidco.com

General administration (BM 390 - 410)

www.sohnen-moe.com/forms.php

Public scheduling and contact management

www.myreceptionist.com

www.bookingcalendar.com/home.php

www.massagebuilder.com

Receipt management

http://www.receiptwallet.com
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