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How to save an hour a day through 
better Time Management Practices

I can only live an outstanding life by forming 
habits and creating disciplines that will allow 

me to achieve excellence every day.

I will not live an outstanding life by accident!

Please 
pass the 
magic 
pills…



It is easy for people to get stuck in the thinking 
that got them to where they are today,

even though that thinking cannot be used to 
get them where they need to be tomorrow.

Jane Wentworth

The Future of   
Business 

Secrets of  Staying 
on the Cutting Edge

the first step to achieving 
Maximum Productivity!

Re-thinking 
Time…

What are 
your biggest

challenges?



Eliminate 
Time Bandits

Get Organized

 (This is not an event!)

Use a Personal Productivity/Organizational Tool



Plan 
ahead so 

you can 
be 

proactive 
instead 

of 
reactive. 

Master the 
idea of 

sequencing 
and 

succession.

Systemize Recurring Tasks
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DELEGATE

tasks that someone else can do!

Invest your time in the most important 
task from a long-term perspective.



Work to reduce or eliminate 
“unexpected opportunities” 

(AKA – Interruptions)

Say no to things you don’t

or maintain your core values.

have to do

that don’t help you to achieve

Time is ________!MONEY



Time 
Management 
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Time 
Budgeting

Time 
Management 

You can’t really  
manage time…

 You can only 
manage the 
use of time!

Time is the currency of life.

Time is ________!MONEYLIFE



 4 Classifications of T ime Budgeting

Non-Negotiable/ 
Unchangeable

Negotiable/ 
Unchangeable 

Non-Negotiable/ 
Changeable

Negotiable/ 
Changeable

Creating your own Time Budget

List all of your responsibilities, obligations, 
commitments, duties, recurring to-do items, etc.

Divide them into categories based on their 
frequency.

Estimate how much time each item requires.

Move them into your time grid in the 
appropriate order according to priority.



You won’t always be able to 
stick to your time budget,

but try to make it a principle.
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To make this system work most effectively

 Don’t let other people control your time.

You have to get good at putting to-do 
items in the right block the first time.

 Make appointments with yourself.

Value your time and the time of others.

Forget the 
“shoulds!”
 It has to be a system 

that you will use.

Until the pain of staying the 
same is greater than the pain 

of change, you won’t change.
Dr. Henry Cloud
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