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Terms and Use

You may not reproduce, store in a retrieval system, or pass on in any form or by any 

means, electronic, mechanical, photocopying, recording, scanning, or otherwise, except 

as allowed under Sections 107 or 108 of the 1976 United States Copyright Act, without 

the prior written permission of the Publisher and Author, any material in this guide.

Terms and Conditions

The information contained in this guide is for information purposes only, and may not 

apply to your situation. The author, publisher, distributor and provider provide no 

warranty about the content or accuracy of content enclosed. Information contained 

herein is subjective. Keep this in mind when reviewing this guide.

The information provided in this guide is provided as is, without warranty or any 

guarantee of the accuracy of content or information provided. The buyer takes on full 

responsibility for use of the information contained in this guide. 

Neither the Publisher nor Author shall be liable for any loss of profit or any other 

commercial damages resulting from use of this guide.  All links are for information 

purposes only. We do not warrant for content, accuracy or any other implied or explicit 

purpose.
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Chapter 1 – Everyone Needs Time

Time is something everyone claims they lack, and yet if we were all a bit more 

efficient as we went about our day, we would have plenty of time to do the things 

we needed. 

Are you someone that feels time is a constant challenge? Something that attacks

you rather than something you attack? 

If you do, you’ve landed in the right place to solve your time related problems. 

Most people in life will find that if they learn to manage their time efficiently, they 

are better able to cope with stress and create a productive, happy and healthy 

environment in which to work, play and live. 

To understand time management, you must first understand how you manage 

your time. This is often the biggest hurdle one must overcome before they can 

begin adopting effective time management strategies. 

How do you manage time? The number one problem people have when trying to 

succeed, carry out job tasks or just get on with their day is finding enough time to

do everything they want to in the short time they feel they have available. This 

usually is a result of their lack of skill in managing time. 

The key here is recognizing the fact that time is not something static. Time is 

rather dynamic, changing daily as one changes their mindset, outlook and 

perspectives. It is important you recognize the elasticity of time if you want to 

learn how to manage your time better. 
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Time management comes in many shapes and sizes. Theorists and business 

consultants have studied it, hypothesized about it and presented many different 

theories or paradigms all involved with how one should manage their time. 

In this guide you will learn proven, simple and effective strategies for managing 

your time. Before you learn how to manage your time, you must first understand 

what it means to manage time. That means “defining” time management. 

Time Management Defined

Time management is many different things to different people. The best way to 

define time management is to first understand the terms “time” and 

“management” which may have different meanings for those involved. Some 

people look at the two terms and interchange their order, describing time 

management as the “management” of time or the sequence that dictates the 

order of events. 

Time Means Different Things to Different People

There is no one universal definition of time, making it difficult to assign time 

value. 

The “management” part of time management is much more difficult to define, 

because there are so many different schools of management theory. You can’t 

necessarily control time, because time is continually passing. So the goal of 

management related to time is often more akin to becoming more organized so 

you engage in the sequences of events you have on your plate in an orderly and 

fashionable manner. 

For purposes of this guide, we define time management as the structuring, 

ordering and organization of activities and events in a manner that allows for the 
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greatest productivity, efficiency and completion of priority items in a non-stressful 

and engaging manner. That’s quite a definition! Feel free to arrange, re-arrange, 

or add to it if you like, as you continue reading this guide. 

History of Managing Time

While the idea may seem silly, people began looking at time as something to 

manage during the early part of the 20th century. It was at this time that many 

books started coming out focusing on how people could better manage their 

time.

Time management was often associated with greater success, or the ability to 

create more success in less time. One may assume this would lead to a savings 

of time, time people could use efficiently and effectively. After all, if you could 

accomplish more in less time, then wouldn’t you have more time to enjoy 

leisurely activities? 

Some people have suggested the “concept” of managing time is as old as the 

ancient Greeks, although there a few records truly depicting early man as 

concerned with managing time. There are, however, glyphs and other symbols 

used by many cultures suggesting the ancients did concern themselves with 

some bit of time, if for no other reason than to keep track of the seasons and 

days. 

Eventually, with time, people began to feel a need to control time. This is 

especially true once we started to enter the modern time period, where 

technology began enabling businesses and people to perform more duties faster,

more efficiently and with greater quality than in times of old. Because of 

advances in technology, and the constant need for some to stay at the top of 

their game or remain competitive, many people to this day look at time as 

something that needs oversight. 
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Managers for example, often consider time an estimate of productivity and 

success in the workplace. Many managers feel the more quickly they can 

achieve something the better off they will be. When it comes to time 

management in the workplace and at home however, quicker is not always 

better. 

Many People, In their Quest to Save Time, Have Compromised 

Quality

Most people would agree that quality is more important than quantity (most, not 

all). The goal of this guide is to help teach you how to manage your time in an 

efficient way, one that will allow quality outcomes, not just the rapid development 

of skills, products or objectives. Yes, you can learn how to manage your time so 

you get tasks and activities completed faster. 

This does not mean, however, that you will become more efficient and 

productive. The point of this guide is to teach you to manage your time so you 

are efficient and productive, not just fast. 

Leaders of Time Management

Throughout history, many leaders have dedicated long hours to the subject of 

time management. More recently, business specialists and self-help gurus or 

consultants have spent much of their “time” teaching people how to manage their

“time” efficiently and productively. While many take different approaches, they all 

also share several traits in common. 

Some of the more notable people concerned with managing and overseeing time

include: 
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 Stephen R. Covey – Covey published many books offering readers tools 

they could use to “categorize” time using various management 

approaches, including clocks, calculators, planning and prioritizing 

measures. He is and likely will remain one of the more popular authors, 

one that consistently encourages people to stop, evaluate their goals, life 

and tools, and create more time in effective and productive ways. 

 Thomas Limoncelli – Limoncelli authored Time Management for System 

Administrators, an interesting piece that focuses on the subject of time 

management for a specific group of people. The author shows how time 

management is an essential quality that system administrators must have,

and teaches administrators how to accomplish their goals without 

compromising quality. Some of the tips offered include tips for managing 

interruptions, reducing events that waste time, and developing routines for

getting projects completed on time, every time. 

 Dan Kennedy – Dan Kennedy, a well-known entrepreneur and public 

speaker, offers time management skills for executives and self-made 

professionals in his work, No B.S. Time Management for Entrepreneurs, 

as part of his No B.S. Series. This book is very popular among marketers 

and other Internet gurus creating businesses that take off in no time, 

leaving their founders wondering where to find time to keep their heads 

above the water. 

 Randolph Pahlman, et al. – Pahlman, Gardiner & Heffes wrote Value 

Drive Management: How to Create and Maximize Value over Time for 

Organizational Success. This book talks about time management from an 

organizational perspective, suggesting that in order create time, one must 

first create a culture that is value drive within the organization.
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This list is but a few of thousands of people that have committed their lives to 

helping others become more productive. 

Organizational vs. Personal Time Management

Organizational time management is similar and different from personal time 

management. The authors above focus primarily on organizational time-

management. This is because time management among global organizations 

has been the subject of many office meetings, especially as firms start to 

diversify and engage employees from many different areas of the world. 

Many historians and philosophers feel that the age of technology brought with it a

boom in organizational focused time management. Once the organizational time-

management boom ended, people started realizing they needed more time in 

their ordinary life as well, something we call “personal” time management. 

This is not to say organizations do not care about time management anymore; 

they do. However, people are realizing personal time management is just as 

important as organizational time management. Organizations are also realizing 

they will benefit from hiring people that already know how to manage their time 

productively. 

Time management is not simply a skill managers will benefit from, although they 

can. Everyone can take advantage of the tips, tricks and techniques followed by 

cutting edge authors and researchers to maximize their time and work with 

greater efficiency.

There are at least a thousand different books available on time management, so 

how do you choose? You already made your choice when you bought this guide. 

This guide in fact, may prove to be your first and last stop in your journey toward 

discovering the tips and tactics of managing time more effectively. 
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This guide condenses the works of hundreds of theorists over the years, so you 

have the opportunity to try many of the techniques proven to help people of all 

walks of life manage their time more efficiently. If you complete even one of the 

activities or take away one lesson from this book, undoubtedly you will enhance 

your time management abilities. 

Time Management Strategies Are Readily Available For

Everyone and Anyone…

Time management is a concept you can apply in your home, while you are at 

work, or while you are engaged in other tasks of interest. The fact is everyone 

can benefit from time management. Whether you are a stay-at-home mother, a 

manager, an entrepreneur or just the average Jane or Joe, this book will teach 

you how to manage your time efficiently, so you get the most out of your life 

without spending too much “time” on any one project. 

In the next section you will learn some of the leading time management skills. 

These skills are applicable to almost any circumstance. A key to remember here 

is that a strategy that may work for one person may not work as well for another. 

When it comes to managing our time, we are all different. 

As you read through the advice and tips given below, make sure you highlight the

tools and techniques that speak to you most. You will find the process a little 

involved, and may have to try some trial and error. With a couple of attempts 

however, you will quickly gain insight as to how to manage your time in the most 

efficient and least self-depleting manner possible. 
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Assignments

Please make note, in many of the chapters to follow you will notice short 

assignments. These assignments will help you slowly learn how you currently 

manage time, and help you eliminate time wasters from your schedule. You can 

complete these assignments as you read through this book, or complete them 

once you are done. You can also re-use them any time you feel your “time” is 

wasted. That said, here is your first assignment.

Assignment 1

Take out a piece of blank paper and a pen. Label numbers 1-10 on your paper. It

should look something like this: 

1. Time Waster One

2. _________________________________

3. _________________________________

4. _________________________________

5. _________________________________

6. _________________________________

7. _________________________________

8. __________________________________

9. __________________________________

10.__________________________________

Try to create a list of at least 5 things you do every day that “wastes” time. These

may include checking your email incessantly or talking on the telephone too 

frequently. Now, some of these items may be activities you need to engage in, 

like checking your email. You may just be conducting matters in an inefficient 

way. This book will not teach you to simply forget about your duties and 

obligations, but rather teach you how to perform tasks more efficiently so that you

care for your priorities foremost. The rest will fall into place thereafter.
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Try to be objective when creating your list, so you maximize your ability to 

succeed using the tips, tools and techniques ahead. Sometimes people find they 

have a hard time coming up with items to add to their list, because they do not 

feel they waste time during the day.

If this is the case, you may have to turn to a friend to ask them what activities 

they think you may engage in that aren’t necessarily prioritized efficiently. You 

may come up with more than five things. If you do, make sure to jot them all 

down so you can find solutions to them after you find ways to better manage your

time. 

Remember, you always have time to learn how to manage your time more 

efficiently. Now that you understand a bit about time management, and have an 

idea of what some of your personal time wasters are, it is time to start learning 

how to become more productive and efficient. Let’s begin!

How to get what you want faster. The perfect gift

for your son, daughter, or significant other... Or even for yourself! 

Click on the image to find out more about:

The Master Blueprint Collection For TAGR - Think And Grow Rich by Napoleon Hill 
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Chapter 2 – Identifying Your Time Waste Triggers

In the first section of this guide you realized just how valuable time is, and how 

common it is for people to waste what time they have. If you are a time waster, 

don’t feel bad. Close to 90 percent or more of the population will report they have

struggled with managing time at least once or more in their lifetime.

How often do you feel you manage your time well? 

Have you ever noticed how some people always seem to be at the right place at 

the right time? Sometimes we consider these people lucky; other times we may 

consider them geniuses; most of the time they are really just people that know 

how to organize their time so they are better able to enjoy what life has to offer. 

You can become one of the “lucky” few that learn how to work time in your favor. 

Time management is not an elite secret shared with a few. 

Of course, you may also be scratching your head and looking about the piles of 

paperwork in front of you, wondering how you are ever going to catch up on your 

time. Some people are real time-wasters. You are probably one of these people, 

or perhaps you live with or supervise someone that is a real time waster, and you

want hints and strategies for getting this person back on track. There is nothing 

wrong with this. 

We have taken the time to describe a few different subtypes of time wasters. 

When you review these subtypes you will get a better idea of how time is wasted.

Once you understand this you can start managing time using proper time saving 

strategies. 
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What are time waster subtypes? What they are may depend on who you talk to. 

These so-called time wasters may include the procrastinator or the multi-tasker; 

someone that takes on one too many projects time after time, leaving no time to 

complete any single project with any efficiency. 

In this chapter you will identify the specific causes or reasons you lack enough 

time to get what you need to get done during any given day (week, month etc.). 

Using the exercise from earlier, you should now have a list of about five activities 

you may engage in that waste time.

Now, think about how often you engage in these activities, and how long each of 

these activities takes. Let’s say for example you talk on the phone. The next time 

you are on the phone, note the time, what you should be doing and how long you

chat on the phone. 

Congratulations, you have just taken your first step toward learning how to 

manage your time more efficiently. By taking notes, you have started your first 

“unofficial” time journal. What is a time management journal?

Time Management Journal 

One of the simplest ways to maximize your time is to keep track of it. You can 

start doing this by keeping a time management journal. Initially this will seem like 

it “takes” more time than it saves. 

A time management journal however, will consistently save you rather than 

waste your time in the future. You don’t have to go buy a fancy journal, a simple 

$.99 notebook will do. Keep it somewhere convenient. You can keep one at 

home and one at work if you work outside of the home.
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If you want, you can just buy a three ring binder and fill it with loose leaf pages, 

that way you have plenty of space to add to your journal in the future. Some 

people take advantage of their PCs and create a file they can add to as their 

personal online time journal. 

Once you have a tool for creating your journal, it’s your job to start tracking your 

time. Each day create a fresh page. At some time during the day, at lunch and 

after dinner for example, create a list of activities you engaged in during the day. 

The key to an effective journal is making the point not to skip writing down any 

activities you engaged in during the day. You may eliminate unnecessary items 

(like going to the bathroom) unless you are at work and go to the restroom to 

primp and refresh your makeup (usually not really needed when you are time-

crunched).

You might step into the restroom to straighten your tie before a meeting, but 

make sure you do this quickly. Better, yet, save time by asking a close colleague 

how you look. While this may seem troublesome at first, when you realize how 

much time you start saving by identifying the activities you engage in that waste 

time, you’ll find it well worth it. 

Another purpose of the time management journal is to help you identify patterns 

in your behavior. You may for example, find you manage your time most of the 

week but seldom do this on Friday. You may for example, become distracted by 

something you see on television, or the donuts brought into the office every 

Friday. Perhaps you linger around the water cooler too long or spend too much 

time “chatting” with friends on the Internet. 

Once you’ve been keeping track of your time for a while, you can start 

highlighting activities you find you spend too much “time” engaging in. 
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Have Fun Journaling

Many people keep their journals online. These are not just 

time management journals; they are also daily living journals. 

How do you do this? If you are an open minded sort of person,

and want to get feedback from others, or have other people 

look at your journal so they can pinpoint areas where you can 

conserve time, you might consider creating an online time 

“blog” where you can easily log in at any time of the day, make

an entry and log out. 

People can then review your entries, comment on them and 

provide you with new insights about managing your time. You 

can create a free blog from one of dozens of sites, one of the 

easiest and more popular being www.blogspot.com

All you have to do is sign up for a free account. You can call 

your account anything you like. You can also add a daily 

journal or online blog to your website. You can ask for 

feedback and input from visitors. Ask them to evaluate your 

journal and provide you with their own ideas about saving 

time. 

Keep in mind blogging can become habit forming; you don’t 

want to spend too much time each day creating and editing 

blog entries or checking comments from others that deal with 

time management. At most you should spend 10 minutes of 

your day entering information or reading input from others. 
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Remember, what you put online stays online unless you take it

down, so try not to reveal too much private information unless 

you really want to let people in on your life. 

Another online depot you can visit where you can create a 

place to keep track of your time and meet other “time 

challenged” people to share ideas is MySpace.com. This is a 

social networking site. Most people use this site to meet other 

people and post information about their lives, likes, dislikes 

and other interesting tidbits about their lives. 

This too can become addictive. You may find however, once 

you do learn to organize your time that you have more time to 

enjoy social networking sites like this - not to manage your 

time, but because you HAVE time to enjoy them!

Keeping track of your time is a must when you start your journey toward time 

management. If you want to make it you have to identify how much time you 

waste and how much time you can save during the day.

No two people are alike, so your entries are likely to differ from the people 

around you. This is ok. Keep in mind everyone can benefit from time 

management strategies. If you find the information in this guide handy, chances 

are others will too. Encourage them to start their own journey toward efficiency 

and recommend this book as a good starting point!

Why would you do something like that? For one, you will start surrounding 

yourself with other people interested in managing their time more efficiently. The 
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more efficient the people are around you, the more likely you are to pick up on 

their healthy time management habits. 

The same is true of people that want to be successful. If you want to succeed in 

life, you don’t want to surround yourself with people that do not perform well. 

Quite the opposite is true. You want to mingle with people that are successful. 

You can then pick their brains to discover tools for creating your own success in 

life. The same is true of time management. When you start encouraging others to

keep track of their time, and you consistently mingle with time savvy people, you 

are much more likely to find you manage your time well consistently. 

Assignment Two – Identifying Personal Triggers

Plan to spend at least a couple of weeks writing down your time management 

activities (or lack thereof). Once you have several pages to work with, take some 

time to write down which activities are necessary, which are wanted but not 

needed, and which activities you might engage in as fillers or “time wasters.” 

You may also write down activities you have to do, but ones you think you might 

be able to do more efficiently. Here are some examples. 

 Walk the dog (total time – 50 minutes)

 Chat with significant other on the phone – ( 1 hour)

 Playing or “surfing” the Internet instead of working – (total elapsed time 2 

hours)… it catches up with you when you set a timer.

 Time spent loafing in front of the TV – ( 4 hours) 

 Reading emails or responding to emails – (2 hours daily)

 Searching or raiding the refrigerator for a “proper” snack – ( 15 minutes)…

sometimes known as “foraging” for food

 Going out to lunch at work daily – ( 8.5 hours weekly)

 Time spent getting ready or dressed for the day – ( 1 to 3 hours)
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This list will vary tremendously based on your personal habits. Keep in mind that 

not all people will have the same triggers. Regardless, this list will help give you 

an idea of how to go about identifying your own time zappers. Once you identify 

them, you can learn how to reduce them and save, not squander the time you do 

have available to you. 

Tip

When you first start this exercise you may find it difficult to 

identify or distinguish between items you must participate in 

and items that are time wasters. 

In case you aren’t sure which is which, have a close friend or 

your partner sit down with you and review your list. This is 

especially true if you are looking for more ways to have “free 

time” while at home.

Once you complete your list, highlight the top 3 items you consider the most 

important. These are items that take up the most amount of time. They may be 

necessary or unnecessary items. Your job for the remainder of this book is to 

focus on eliminating these top 3 time wasters. Once you do this, you can then 

move down your list and eliminate the other two, five, ten or three dozen time 

wasters on your list. You should always work at eliminating the time wasters that 

are taking up the most time first. 

The process is similar to prioritizing tasks. You find out which time wasters have 

the most impact, and work to reduce them. Prioritizing tasks is one way to help 

you manage your time, one we will talk about a bit later. 
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In the next chapter, we will learn how to save time rather than waste time when 

managing the ins and outs of daily life. Before we do this however, you should 

learn what type or subtype of time waster you are. 

What Kind of Time Waster are You?

Now that you know what kind of triggers you have, the things that cause you to 

waste time, you can now learn what kind of time waster you are. There are many 

different ways people waste time. Most people find they engage in the same acts

repeatedly. 

You can classify these acts as time wasting habits. Now that you know what your

habits are you can attempt to identify the “type” of time waster you are. Knowing 

this will help you adopt better time saving strategies. 

Types of Time Wasters

Find out what type of time waster you are most like. You may 

find you have traits from several categories.

1. The Procrastinator – Waits until the last minute to 

accomplish important tasks; often forgets tasks; submits assignments

late; may arrive to events late; often find you make excuses for your 

tardiness; seldom plan ahead for events or activities in the near 

future.
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2. The Overachiever – Multi-task oriented; usually takes on too

many activities and finds they can’t complete any with great skill or 

ability; finds they frequently have to cancel or are running late or 

staying up too late at night to finish tasks or assignments (or other 

duties as assigned).

3. The Yes Man/Woman – You take on too many roles and 

find it difficult to say no; you often find you are stressed and 

frustrated; you consistently have time to tend to others needs but not 

your own. 

4. The Indecisive – You find you have a difficult time choosing 

between choices; you often start projects but leave them for others; 

you find you have little direction and don’t know what the next best 

step is; you often rely on others to make decisions for you; you 

“waste” time by not taking the time to take an affirmative position on 

issues that are or are not important to you. 

There are many subtypes of each of these main types. All of these time waster 

descriptions have common traits. Some include the following: 

 Fail to prioritize

 Fail to set goals

 Have difficulty deciding the right course of action

 Live with too much stress associated with lack of time
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 Tendency to wait or procrastinate before accomplishing tasks

 Failure to pay attention to details

 Lack of ability to ask for help or delegate

Don’t feel bad if you share any of these common traits. The good news is with a 

bit of coaching you can overcome bad habits and adopt good habits. These are 

the habits that will help you manage your time more efficiently. If you don’t feel 

you fall into one of the exact categories above, do not worry. This guide is not 

organized according to each specific type of waster. You can easily use most of 

the tips and techniques in this book to learn how to manage your time effectively.

You should however, be able to identify one or two of your own habits using the 

list above. You can also come up with your own label, one that describes the kind

of time waster you are. 

Let’s say for example you want to call yourself the “under” achiever. You lack 

motivation to get out of bed and do anything. You waste time by doing as little as 

you can as often as you can. There is nothing wrong with this. Do not berate 

yourself for this. We’ll help you get through. Just be sure you are honest about 

your habits so you have the best possible chance to elicit positive change in your

life. 

We keep talking about how we plan to save time, but we really haven’t given you 

concrete tools yet to save time. What we have done however, is helped you 

understand what contributes to time management problems, and helped you 

identify your personal time wasting habits. 

If you want to create time, it helps to understand these important concepts. Now 

let’s take some time to learn how you can save time, no matter the type of time 

waster and no matter what your triggers are. 
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Chapter 3 – How to Save Time

Time is a precious commodity. You want to save it. You want to enjoy it. 

Now that you know you spend plenty of time wasting your time, it’s “time” to find 

out what you can do to stop wasting precious moments and increasing your 

efficiency.

Why would you want to save time? 

Time is invaluable…

Usually people find the more time they waste, the more stressed they feel. The 

more stressed they feel, the more likely they are to continue bad habits that lead 

to disorganization and inefficiency. To help save time, you must identify your 

habits and then create a plan that will help you save time instead of waste it.

This may mean you have to give up some habits you’ve held for a long time. 

Don’t stress out. Many people find if they take it one step at a time they are more 

likely to succeed than if they try to change every time waster all at once. In this 

chapter you will discover many little-known tools and tactics that will help you 

save time and create more time in your life without sacrificing. 

Top Five Ways You Can Save Time

Now that you have some idea of what your time triggers are, it is time you 

learned how to save time. There are many ways to do this. The best way is by 

looking at each time waster individually. Let’s use some of the examples listed in 

the assignment you completed in Chapter 2. 

First, we will list the time waster habit, or trigger that takes up too much of your 

time. 
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Next, we will identify potential tools you can adopt or habits you can change to 

help facilitate greater efficiency and productivity when using your time. Some of 

these triggers or time habits may not relate to your present situation. That is ok. If

this is the case move along to the next subject, although it certainly won’t hurt 

you to read all of the tips provided (after all, you never know when your life will 

change and you will need to save time walking a dog for example, that you do 

not own yet). 

1. Walking the dog – This can take time, and most dogs need their morning 

walks (and afternoon and evening walks). If you find however, your friend 

Fido is taking up too much of your time, there are several alternatives 

available to you. You can for example, have one of the kids (provided you 

have them) take the dog for a walk as a daily “chore”. You can also hire 

someone (delegate the task) to walk the dog for you certain days of the 

week, freeing up a good bit of time to accomplish other important tasks. 

You can also reduce the amount of time you spend with your dog in the 

mornings on certain days, so you have extra time on days you really need 

it. 

Now, dog lovers also are the kind of people that usually like to spend time 

with their dog. So, if you find you are in a place where you would like to 

spend MORE time walking your dog, then find other areas of your 

schedule where you can become more efficient so you CAN increase the 

time you spend playing or walking with your dog. 
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Remember, the ideas presented here are general

examples of activities people engage in that they might

perform more efficiently. They may or may not apply to

you. Do not feel discouraged if you don’t see your number

one time waster listed here, because as you continue

reading you will find dozens of other time savers, and

likely more than one that will help you in YOUR situation.

2. Chatting on the phone – Most people spend far too much time chatting 

on the phone. That’s not to say you shouldn’t chat on the phone if you 

want to. Naturally you can chat on the phone as much as you like, once 

you find ways to organize the rest of your schedule so you can perform 

your daily tasks efficiently, in an organized and stress-reducing way.

For the time being, if you find you are an incessant phone person, and to 

save time, whether at home or at the office, you have to reduce phone 

time. How do you do this? Easily; first, you spend less time on the phone, 

whether talking or checking messages. Checking phone messages can be

just as habit forming as checking email messages.

It’s best to check messages only twice each day. Make sure you have the 

option of allowing callers to mark a message “urgent” if they need 

something that requires your immediate attention. As an alternative, you 

can take down messages and only call back those people that have an 

immediate need. Then, set a time each day or weekly to call back others 

that simply want to “chat,” especially when you are overly busy. Not 

surprisingly, people find hours fly by when they talk on the phone. These 

hours may fly by in other, more productive ways. Unless your job involves 

cold calling or sales, the chances are high you will not need much time on 

the phone each day.  
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3. Surfing the Net – This is a universal problem experienced at the 

workplace and at home. You think you are only checking something out 

briefly, and accidentally you learn two hours have gone by while you 

mindlessly “surfed” the Net. The same can happen with television. You 

click on the tube, expecting to watch your favorite show. Within minutes, 

on a commercial break perhaps, or just after your show ends, you find you

can’t help but flip through each channel. 

Here is how you can save yourself a lot of hassle and trouble when it 

comes to surfing (the Net or the tube). If you are at work, make a policy 

never to use company time to check the Net for personal pleasure. When 

at home, make sure you finish your must do items before you leisurely surf

the Net. You can easily keep a “to do” list handy or on your computer to 

keep you on track. If you find you have a real problem with surfing, then 

use dial up for a short time. Dial up is so slow you may find you lose 

interest in surfing because pages take too long to download, and that is 

just fine, especially when you want to save time. 

If you take care of your priority tasks before you start surfing for pleasure, 

you won’t run out of time when you need time the most. You should also 

make a point to limit television time. The people that are most successful 

typically watch less than 2 hours of television each day. Children shouldn’t

be watching television if they can be doing homework, playing or engaging

in other mind-stimulating activities, one’s that don’t lead to “couch potato” 

and time wasting syndrome later in life. 

4. Reading and responding to emails – Much like surfing the Net, far too 

many people become obsessed with checking their email. Do yourself a 

favor and turn your automatic email notification system off. Have it notify 

you only twice each day of new email, or only when urgent or high priority 
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emails come in. Then, set aside one hour every day to review and 

respond to emails. You may find this challenging at first. If need be, set 

out a clock and timer and when it dings, close up shop. This will teach you

to read and respond to your emails more efficiently as well. Be sure to 

keep on top of your Spam or Bulk files too, otherwise you may find you 

have to sort through 500 or more messages at a time to find a “lost” 

message, an important message someone sent to you that Spam 

accidentally filed away days ago. 

5. Foraging for snacks – Everyone gets the munchies during the day, that’s

normal. When does munching become problematic? When you wander 

the halls of your office building or cupboards of your kitchen for hours on 

end looking for a “snack” to eat. Why waste time foraging when modern 

technology has afforded us the luxury of having things made ready-to-go? 

Here is how you get the snack you want without wasting time. Make sure 

you pack your refrigerator or briefcase with ready-to-go snacks. These can

include sliced apples, trail mix, grapes, pre-made sandwiches and the like.

You can save time preparing meals by doing a large batch of meals on a 

Saturday or Sunday. Freeze what you make for use later in the week. That

way, when you finish your day feeling tired, you won’t have to worry about 

cooking dinner. It’s already done! Cooking meals one or two days a week 

is a lot more time efficient than foraging for food and cooking seven days a

week. 

While at work, map out how you will take your breaks and retrieve snacks 

when you need them. You’ll do yourself a huge favor by packing a desk 

drawer or cupboard with a few healthy snacks, and an apple or two each 

week. That way you will avoid the temptation to go in search of a fattening 

snack and chit chat with everyone you meet during your search for the 

perfect “snack” for the day. 
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6. Pack your lunch – If you work outside the home, pack a lunch and 

reduce your lunch break to ½ an hour instead of one hour. That way you 

can use the extra time to catch up on phone calls, emails or go for a walk 

(and get some much needed exercise). You will also save a fortune in gas

and on pricey lunches you can make at home for pennies on the dollar. 

When you do eat, make sure you take time out to savor each bite and 

enjoy your meal. Why? When you do this you will feel fuller faster and 

enjoy what time you do have easily. Far too often people engage in 

mindless eating. This may involve shoving a sandwich down your throat 

while you try to respond to a few emails or finish cleaning the kitchen sink.

Remember, you are likely to waste time and eat more if you don’t pay 

attention to one thing at a time. So have your lunch ready to go, and when

the time comes to eat it, sit down and savor it. You will save time and feel 

better for it. 

7. Getting dressed for work (or school) – Most people spend far too much 

time getting ready for their day. You have a big meeting. You pull out your 

suit and find it is wrinkled. Not to worry if you pulled it out the night before 

and prepared in advance. One of the more common and worst of time 

wasters is not preparing for what you will wear ahead of time. You should 

figure out what you plan to wear each day the day before. The same goes 

for your children. Set aside your clothing, iron or wash anything that needs

to be washed. Set out your makeup or other accessories so when you 

jump out of bed you are ready to get dressed and go. Couple this with a 

pre-made breakfast and you will save even more time! 

You can also shower the night before rather than the morning of any given

day. A nice hot shower at night will relax you and help you sleep longer 

and faster. You can spend an extra five minutes in bed if you don’t have to

jump out of bed and into the shower. Worse, what if you sleep too late and
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miss your chance to shower at all? Not to worry if you prepared the night 

before. 

Some people worry their hair will look frizzy or un-kept if they shower the 

night before. You can easily remedy this however, with a few handy 

accessories. If your hair appears limp the morning after a shower, you can

simply spritz it with one of the many hair moisturizers on the market today.

There are plenty to select from (for men and women) that give slept or 

tired out hair a fresh-washed look. Style as usual and go for it. A simple, 

wear and go hairstyle is also helpful for people that find they spend too 

much time primping before their day begins. 

Naturally, these are just a few of the many ways you can save on time every day.

There are many other ways to save time. You may have zero time problems 

associated with the list above. Don’t worry; we’ll talk plenty more about time 

savers in the coming chapters. This is just the beginning.

Just to convince you, we’ll talk about a few more common time wasters people 

find they must deal with daily. Let’s say for example you have a long commute. 

Try alternating the way you go to work each day. Find out if you leave five 

minutes early or even ten, if this reduces your commute time and allows you 

more time to relax when you arrive at work (rather than cursing at the long lines 

of traffic leading to the highway). 

You can also save time by telecommuting. More and more major corporations 

are realizing just how valuable telecommuting is as a flexible benefit for their 

employees. If your company doesn’t have a telecommuting policy in place, don’t 

sweat it, just ask if you can initiate a focus group to help create a policy that will 

allow telecommuting for certain positions.
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Other ways to advocate for time savings include working four longer days rather 

than five short days each week. Who doesn’t want a three day weekend? 

Assignment 3

Select one time waster from your list. It doesn’t matter which item you select, 

although we recommend you select one that wastes enough time that it warrants 

correction. Your next step is to take action to save and not waste time. How do 

you do this? 

Create a plan of action. Write down at least three different ways you can 

approach your problem, and then try all three. See which method works best, 

and whether you can save a little or a lot of time by just changing a few habits in 

your daily routine. Once you come up with three ways to solve a problem, the 

next time you encounter a time waster, try coming up with five different ways to 

solve the problem.

Write them down, and then create an action plan that will enable you to save 

instead of waste time. 

1. ____________________________________________

2. ____________________________________________

3. ____________________________________________

4. ____________________________________________

5. ____________________________________________

Sometimes small changes make more of an impact than larger ones. Keep this in

mind the next time you plan to change the outcome or course of your life. 

Now that you know how to save time conducting some of the ordinary activities of

life, let’s look at other time management strategies. You may find by combining 

multiple theories of time management you come up with your own paradigm for 
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success. In the next section we will look at various time saving methodologies 

and strategies. Highlight those that ring true to you, and adopt some of the tools 

to see which ones work best. 

You can then combine your new tools into a brand new time strategy plan of 

attack. 
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Chapter 4 – Time Management Paradigms

There are thousands of self-help books that explain time management. Some of 

them offer common tools for saving time, and others require that you overhaul 

your entire life. In this section we’ll review some of the most popular time 

management models, which you can then use to create your own time 

management model for success.

You will find the recommendations we make in this guide pull from many different

paradigms. Because time management is not a “one size fits all” strategy, it is 

important you remain objective while reviewing the strategies below, so you are 

able to select those that will work best for you.

Goal Focused Time Management Strategies

There are many time management strategies that focus on setting and achieving 

goals within an allotted time. Doing so will help you work efficiently and 

productively in theory. 

Goal-setting is a useful tool for managing your time, but will only work if you know

how to create goals efficiently and effectively. If you spend too much time trying 

to figure out what your goals are, then you aren’t really going to save much time, 

especially if you do not meet your goals or track your progress toward your goals.

Task-Oriented Time Management

Many people create task lists to keep track of what they have to do. Task or to-do

lists can be helpful if you know how to utilize them efficiently. Many people have 

task organizers located in their computers through Outlook or other mediums. 

You can also buy a task list organizers or paper organizer depending on your 

personal preference. 
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A key to making this strategy work is knowing how to prioritize your tasks. If you 

do not prioritize your tasks correctly, you will not get a lot done in any given day. 

There are many ways you can prioritize tasks. Some people use their PDAs or 

email clients to track tasks, and list them in order of priority, from 1 to 10 for 

example. How do you know which tasks are most important? 

Usually, the tasks that are most important for you to complete are the ones that 

will have the greatest impact if you fail to complete them. Let’s say for example 

you are studying for your MBA. If you don’t take the exam and pass, then you will

have wasted a whole lot of time taking classes for nothing. Thus, in this case 

studying for and taking the MBA may take priority over something like “skiing” or 

other much-loved hobbies. 

Other methods of task organization includes identifying what tasks you need to 

accomplish in any given day, during any given week or within the course of a 

month. If you do assign a task to a month, make sure you also assign it a due 

date if you want this method to work. This method is similar to what many refer to

as the ABC method of organizing tasks. 

Categorization Method of Time Management

This method became popular thanks to the well-known Steven Covey, author of 

many bestsellers including the 7 Habits of Highly Effective People. Covey 

reviews several different approaches to managing time, some that include 

prioritizing tasks, focusing on well-defined goals, organizational concepts and 

adopting a rhythm or flow to your everyday tasks. Of all the approaches, Mr. 

Covey’s are among the better as they are well-rounded and multi-faceted. They 

do not focus on one method or another; rather, they incorporate several different 

methods. 
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Covey also recommends, as do many others, that individuals looking to manage 

their time better adopt the habit of identifying “bad” habits, and then finding ways 

to turn them into time saving ventures. Let’s say, for example, that every day you 

get up and hit your snooze button six times. This means you wake up late and 

arrive at work 10 minutes late every day. One way to resolve this problem is by 

buying or using a clock that does not allow a snooze button. Make sure you find 

one with a loud enough alarm that wakes you, and place your alarm clock across

the room (instead of next to your bed) so you have to get up to turn it off. 

Other Time Management Concepts

There are naturally dozens of other time management theories you can read 

about that help you save time. The best time management skills are the ones 

that you can use effectively. What that means is what works for one person may 

not for another, and that is ok.

Your job is to take charge of your life and identify the time management 

strategies that work best for you and with your lifestyle. In this section we 

provided you with information about many different models for time management.

Now it’s time for you to reflect on these principles, and consider which are most 

aligned with your personal habits and preferences. Are you the type of person 

that remains organized when you set goals for yourself? Perhaps you prefer to 

use a “to do” list daily, weekly or monthly. You may even decide to combine the 

models or paradigms of time management to achieve your goals and work or 

organize your day more efficiently. 

Once you’ve spent some time thinking about the different ways you can organize 

your time, your job is to start putting these tools to action. How do you do that? 

You have to learn how to apply these models of time management practically, so 

they make sense in your life and lifestyle. 
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In the next section, we will take these theories and apply them practically, so you 

can learn how to incorporate time-saving skills into your daily routine without 

disrupting your routine too extensively. 

Make sure you spend a good amount of time reviewing the concepts presented 

in the next section, because they will form the foundation for your future success 

as a time manager. If you master the next section, you will find you have the 

ability to save time and use your time wisely, and teach others to do the same. 

You want to familiarize yourself with all of the tools presented to you so you are 

able to do what you need to do to save time productively and in as painless a 

way as possible. 

Now, let’s find out how to put all of these tools to work and create your personal 

time management strategy for success!
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Chapter 5 – Personal Time Management Strategies

Now that you are familiar with some of the time management paradigms, let’s 

take some time to review what you will do to improve your time management 

abilities and skills. You may choose to try all of the techniques below or just a few

of the techniques below. 

Remember that every person is different. You may find you need to try each of 

the different models before you decide which is most likely to help you organize 

your time efficiently. You may find you use multiple methods or you may use just 

one. Do not concern yourself with “doing it right” because the chances are high if 

you try something and it works, you ARE doing it right, even if you are 

accomplishing your time management goals in an “out of the box” manner. 

We’ll start by showing you how to set goals as a means of managing your time. 

Objectives and Goal Setting

The idea of setting goals is very simple, and yet so many people fail to do this. 

They fail to set goals, or they don’t take enough time when setting their goals to 

really realize the impact their goal setting behaviors have on their time 

management and productivity. 

Don’t blow off the idea of goal setting just because you’ve heard it before. Most 

people that try to set goals do it the wrong way, which leads to greater 

inefficiency. You are here to learn how to set goals wisely, so you can start 

saving time. Goal setting for time management purposes is a little different than 

goal setting for other purposes. 

Should everyone interested in time management think about goal setting? Yes. 

Goal setting is important no matter your job or field of interest in life. You can 

choose to set goals to manage your time more efficiently. 
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Another simple word for goals is “objectives”. To set good goals, you have to 

have objectives. To figure out what your objectives are, ask yourself the following

questions.

 What do I want out of life? 

 What is my #1 priority?

 What is my priority at work?

 What is my priority at home?

 What do I want to improve about my life the most? 

 Where do I see myself one year from now? 

 Where do I see myself three years from now? 

 Where do I see myself five years from now? 

You can come up with other questions that you may find helpful when deciding 

what your objectives are. Let’s say your #1 priority is making more time for your 

family. 

How do you do that? You have to set goals, and meet them, for you to save time 

and manage your roles efficiently. Remember, everyone in life wears many 

different hats. You may find to manage your time most efficiently, you have to set

goals and rearrange your schedule for each different hat you wear. 

Let’s take on your role in your family. You want to spend more time with your 

family. You can even narrow your objective down to something more specific, 

like, “I want to spend two hours each night talking with each member of my 

family”. That’s great! You’ve set a concrete and very tangible objective. Now, to 

do this you have to set goals you can achieve and you can attain to do this. How 

do you do that? 
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First, you have to discover what your time wasters are. Once you figure that out, 

you can adopt some time saving strategies. Let’s say for example you have a 

flexible work schedule. Find out if you can condense your work week so you can 

leave a half an hour early three times a week to spend more time with your 

family. Take a shorter lunch break. If you take a shorter lunch you may be able to

negotiate leaving work early to avoid traffic. That way you will find you come 

home earlier, but also less stressed, so you can enjoy the extra time you have for

your family. 

What are some other ways you can realize your objective? Have your family join 

you for a picnic for lunch instead of going out to eat at work. If you are a stay-at-

home mom or dad, you can pack up a picnic and take it to your partner’s work to 

spend time together. 

We’ve already introduced some other ideas, like preparing a week’s worth of 

meals ahead of time. These are all great ways to save time. You might consider 

having your list of “time savers” handy so you can reach for them whenever you 

are trying to figure out ways to master time management to realize a new goal or 

create goals to meet your objectives.  

Here is how you would write down some of these goals so you meet your 

objectives.

1. Goal #1 – Plan at least 3 days worth of meals ahead of time, so you don’t 

have to cook every night.

2. Goal #2 – Get up ten minutes earlier so you beat traffic, and leave work 

ten minutes earlier so you get home sooner.

3. Goal #3 – Turn off the television and eat dinner together as a family at 

least two days each week. 
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4. Goal #4 – Delegate some tasks if you can to other members of your 

family, even if they are simple things like doing the dishes. Instead of 

having one person clean up after dinner, make it a family affair. 

5. Goal #5 – Plan at least one “family” vacation each year, when you spend 

at least two to five days with your family. Do not bring work with you. 

Leave your laptop at home. Enjoy the vacation for what it is, and revitalize 

your own being.

 

You may have different goals depending on your definition of family. Remember 

that you can also change your goals at any one time or another depending on 

how your life is going. Just remember it’s not enough to have the objective of 

spending time with your family. You have to create tangible goals you can use to 

actually create more time to spend with your family. 

Consider goals small events that must take place for you to realize your 

objectives. They are the steps that will ultimately lead you to success or failure as

you work to manage your time more effectively. 
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Never Say “I Can’t”

Many people do not set goals because they live under the 

false pretense that they “can’t” do something. In life there is no

room for I “can’t” if you want to manage your time more 

efficiently.

Let’s say, for example, you would like a new flexible work 

schedule. Let us also assume your job does not already have 

one. Do not assume because there is no flexible schedule in 

place that you cannot encourage your boss to consider letting 

you go 10 minutes or even a half hour early one or more days 

each week. 

Here is an idea; why not petition other members and 

employees to see if they prefer working flex hours. If they do, 

gather a petition and take it to Human Resources. Many 

companies these days are recognizing the need for employees

to maintain a good work-life balance if they want to maintain 

good quality employees.

If you find you are not able to compromise on this, then try to 

look at other places in your day that you can save time to 

achieve your goals. Some people, as a result of goal setting 

and objective setting, actually decide to leave their current job 

for one that offers more flexible opportunities. 

When it comes to time management, any change is better than

no change. Get the momentum flowing, and remember for 
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every road you might follow there is likely another back road or

alternate route available to you. 

When you start adopting more positive attitudes, the people 

around you will too. Before you know it, you will have saved 

time and helped others do the same!

Stress Busters

Did you know too much stress can thwart your efforts to manage your time more 

efficiently? Stress is a number one killer in many ways. It can destroy your 

motivation to succeed. It can defeat your primary purpose. It may cause you to 

feel unmotivated to carry out the activities you want to participate in to save time.

Everyone has stress. Stress often results from poor time management skills. The

good news is by reducing your stress and adopting more time-efficient strategies,

you will find your life improves dramatically. The less stress you have, the more 

likely you are to work efficiently. 

Here are some stress busters anyone can adopt to help them become more 

productive and efficient, so they learn to manage their time more efficiently. 

 Get enough sleep. This may sound silly, but the less sleep you get, the 

more cortisol (a stress hormone) your body produces. This can leave you 

feeling sluggish and lethargic. As you feel more lethargic, you are less 

likely to perform your daily tasks well and thus become inefficient. You 

may take an hour to complete a task that might have taken you 20 

minutes if you were better rested. For most people, 7-8 hours of sleep 

each night is a must. That may mean getting to bed by 10:00 p.m. You 

can always get up a few minutes early if you feel you need more quiet 
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time. You can tape your favorite shows, the ones that come on late, so 

you don’t waste time staying up and lose out on precious sleep. 

 Prepare for tomorrow today. How do you do that? If you know you have 

to attend an important meeting at work, then set out your best clothes the 

night before and make sure they are ironed. That way you won’t find 

yourself running about the house trying to find matching socks or a wrinkle

free shirt the next morning. You can also set your meals out the night 

before so you have them ready to go the next day. Each day you should 

schedule in about a half an hour in the evenings to plan ahead for your 

day tomorrow. That way you will have more time to spare in the event you 

find you face unexpected troubles (like a traffic jam) that may take away 

what little time you do have. 

 Never make assumptions. Many people find they become stressed when

they assume things will go one way (and they go another). This is just part

of life. If you go into a situation without assumptions and expectations, and

instead focus on having an open-minded perspective, you are more likely 

to handle the unexpected and remain less stressed. Don’t assume that 

you can leave the house at 12:00 and make your 12:20 doctors 

appointment because your doctor lives just 15 minutes from your house. 

What if you run into an accident along the way and need an extra ten 

minutes? If you plan ahead and keep an open mind, little setbacks like this

won’t bother you as much and will help you feel less stressed. 

Now that you have a better handle on your stress, let’s move on to managing the 

rest of your time efficiently. 
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End Procrastination

Even if you don’t identify with the personality type of a “procrastinator,” most 

people that have trouble managing their time procrastinate at least some of the 

time. Procrastination is, after all, a normal part of life. There are many reasons 

people procrastinate. Sometimes it is because they have to get a big job done, 

and they don’t want to face all the work involved, so they wait until the last 

moment. This leaves less time to handle mishaps and creates more stress. 

How do you end procrastination? Here are some tips anyone can use, tips that 

will help you better manage your time and cope with the reasons behind 

procrastination: 

 First, identify habits you have that allow you to procrastinate. Do you 

hit the snooze button four times before getting up in the morning? Move 

that clock far from your bed so you have to get up. The best way to end 

procrastination is to identify the habits that support procrastination, and 

then learn new ways to control those habits. In other words, you learn 

ways to turn bad habits into good ones. To do this you have to figure out 

why you have habits that waste time to begin with, which leads us to the 

next tip. 

 Find the “why” behind your habits. Do you hate your job, and thus don’t

want to get up in the morning? Do you have a task to do that day (like go 

to the dentist) that you don’t want to do? When you know “why” you 

procrastinate, you are more likely to find reasons to justify not to 

procrastinate and accomplish the tasks on your to do list. 

 Reward yourself when you do not procrastinate. Let’s say you do not 

want to go to the dentist because you associate pain with the dentist’s 

office. Rather than beat around the bush, procrastinate and fail to set an 

appointment, get the hard part out of the way right away. Pick up the 
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phone and schedule an appointment, one that will allow you to come in as 

soon as possible. That way you have less opportunity to back out and will 

start a NEW habit, getting the hard parts of your life out of the way so you 

can enjoy the rest of your day. 

 Complete the hardest or most involved tasks on your “to do” list 

first, and then move on to easier tasks. That way, you won’t run out of 

time while trying to come up with some master plan, something that 

requires a lot of time and energy. At the end of the day when your energy 

is spent, you want to have time to relax. You should spend this part of 

your day working on less involved tasks, not working on arduous tasks 

that create stress. 

 Have someone check up on you. The best way to avoid procrastination 

is to take accountability for your actions. If you want to start something 

then tell someone else your plans. Have them hold you accountable for 

keeping on track. Submit a daily report to them of your accomplishments, 

even if that involves nothing more than a simple phone call where you say,

“Yep, I did everything, thanks for keeping on me!”

 Use a timer to learn how to keep track of time. Some people really do 

not understand how to manage time, because they do not realize how 

quickly time passes. One way to avoid this is to start using a timer. Set it 

up and find out how long it really takes you to do things like shower, make 

breakfast, drive to work etc. That way you will not underestimate the time 

you need to achieve important tasks. You will also be more likely to set 

aside enough time to complete important tasks because you will recognize

just how much time it takes to accomplish them. 
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Plan Each Hour of Your Day

When you are first learning how to manage your time, you may find it is easiest 

for you to plan your days one hour at a time. Again, in the beginning this will 

seem like it consumes more time than it saves. If, however, you start planning 

out a day one hour at a time, you will start to realize patterns that may lead to 

procrastination, stress or wasteful management of time.

You can use your time management journal as a guideline for planning your 

days. Once you’ve identified your time wasting habits and triggers, you can plan 

your day around them. Start by planning a weekend without wasting much in the 

way of time. Once you’ve mastered maximizing your time on the weekends, you 

can start saving time during the workweek. 

You will find you spend far less time wasting time once you know how to go 

about planning a day or two successfully. 
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Plan For the Unexpected

No matter how good you are at planning, you can never plan 

for everything. Undoubtedly at some point you will run into a 

“bump” in the road. Remember the traffic jam? You can always

run into an accident unexpectedly, a “blip” in your day that may

impact your perfectly planned schedule.

While you can’t avoid the unexpected, you can plan ahead for 

it. Make sure you have a little window of extra time each day to

compensate for the unexpected in the event something does 

happen. 

You can take five, ten or fifteen minutes of your schedule to 

leave open for the unexpected. You should also avoid 

planning events back-to-back with no break. Inevitably this will 

lead to disaster. Why do you think you go to the doctor’s office 

and have to sit in the lobby for 30 minutes or more after you 

arrive for your scheduled appointment time? 

Because patients are scheduled back-to-back, and realistically

speaking, you can’t plan on each patient visit taking only 20 

minutes every day. Consider you life the same way, and you 

are more likely to overcome any obstacles presented when the

unexpected rolls in. 

Time management is as much about looking ahead and planning for the 

unexpected as it is goal setting and prioritizing your schedule. You can get 

organized, plan your days and still not account for the unexpected, and feel you 

have no time.
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If however, you remain open-minded about each and every day, have back-up 

plans in place in the event something goes awry, and carry stress busting tactics 

with you each day to cope with chaos, you are far more likely to start managing 

your time efficiently and leading a happier, healthier life. 

Assignment 4

Now that you know how to manage time more effectively, it’s time you started 

plotting your days so you learn how to manage time, and the art of time 

management becomes automatic, something you can do without thinking about 

it. 

All this time we have introduced tools to help plan and organize your day. Now 

it’s time you learned how to actually DO this. Here’s how. Follow the steps in this 

checklist. Once you are done, you will be ready to conquer the world in a “timely” 

and efficient fashion. 

1) Put your objectives and goals down on paper. Once you have 

something on paper you are more likely to commit to it. 

2) Write a tentative date you want to realize your objective by. It’s OK if 

you miss this date by one or two days, but you want to be in the general 

vicinity. Some people find it helps to plan their goals using a calendar.

3) Create a mental picture of yourself accomplishing your goals on 

time, each and every day. While visualizing, make sure you get a head 

full of the emotions you would feel if you completed your task on time, and

plan what you will do in our head once you are done. This prepares your 

subconscious mind to get ahead in life. 

4) Each day, plan the next day by creating a task list or “to do” list or 

by setting goals and objectives for the next day. Write down how you 

will achieve them and how much time it will take to achieve them. Then 

outline the steps you need to take, and the time each step will take to 
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accomplish these actions. That way you won’t waste time engaging in the 

activities you plan for any given day. 

5) Prioritize your list of activities. Once you do this, identify which activities

will take the most time to complete, and work with these first. Get them out

of the way so you can enjoy the rest of your day. If you don’t finish all of 

your tasks, put any tasks you do not have time to complete on your task 

list for the next day. On any given day, you want to make sure you are 

able to complete the two most important activities on your list. The rest 

can wait. Remember, you prioritize by weighing the consequences of not 

getting a task done by a specific time on a specific day. 

6) Make sure you cross items off your list as you achieve them, and 

reward yourself when you do complete all of the tasks on your list on any 

given day. You are much more likely to stay on track if you reward yourself

here and there for the effort you put into organizing your life and your time.

7) If you find you have extra time, once in a while work on getting a 

head start on the next day’s tasks. You will find you have more time at 

the end of the day the next day or at the end of the week, when you want 

more time off to relax!

Last but not least, when creating your list, make sure you are scheduling in some

time to play. If you don’t spend some time relaxing and enjoying life, chances are

good you won’t live long enough to enjoy all the hard work you put into learning 

how to work more efficiently. Time management activities should include 

scheduling in rest and relaxation time. Remember this and you’ll have a better 

time planning the days and months ahead. 
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