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What is Time Management? Time management is life management. It’s the act 

of planning and exercising conscious control over the amount of time spent on 

certain tasks. This is done to increase productivity, effectiveness, and efficiency.  

There is not enough time to do everything, but there is enough time to do the most 

important things. We make time for what’s important.  

Everyone has an internal locus of control and/or an external locus of control. 

Internal locus of control means you take responsibility for your life and know you 

can change what you need to and you have control. External locus of control 

means you are frustrated and unhappy and feel stuck, because you feel like you are 

not in control… Remember what I said about you are responsible for where you 

are in life, and you have the power to change things. Once you get that, you can 

start to achieve your goals. You can’t blame others for your problems, because if 

you do you won’t fix them.  

The first lessons we went over all have to do with time management. You found 

your values and life purpose. You know how to deal with negativity, and how to 

set goals. This all has to do with time management.  

Your values determine how you allocate your hours. If your top values are your 

family and/or kids then you will put them first. If your career success is your top 

value you will put that first. If you know what your life purpose is, that’s where 

your hours will be spent. Your actions speak louder than words too. 

Big key in time management is if you focus on the top 3 things you, and only you 

can do.  Focus on the things that will make the most impact. Delegate and 

outsource the rest. 

Thinking positively, and focusing on the future will make a huge impact on 

achieving your goals.  Your brain can only think one thing at a time… so focus on 

the positive, not on things you can’t control or things that have happened in the 

past. Forgive yourself and others to regain control. Forgiveness is giving up the 

hope for a better past and focusing on your future. If you focus on the past and 

negativity, you will not create the future you want. 



Setting and planning goals is another huge key to time management.  Let’s build 

on the previous goal lesson to be more effective at time management. Get your list 

of goals you made. Apply the ABCDE method to your goals… 

A goals are the most important goals that only you can do. There will be great 

consequences if you don’t do these. These need to be done right away. 

B goals are only slightly less important goals that only you can do. There are 

slightly less consequences if these aren’t done. These can wait. 

C goals have no consequences one way or the other. They are only something nice 

that you could do. (like going out to lunch with friends) 

D goals are things that need to be done, but can be delegated to someone else. You 

are not the only one that can do these, and these are not the best use of your time.  

E goals are things you deem unnecessary and these can be eliminated. Sometimes 

after reevaluating goals you will find something isn’t necessary anymore. 

If you have more than 1 A goal, prioritize your goals as A1 and A2 and so on. 

Your A1 goal is your most important goal and where you need to start.  

Transfer your 10 goals here and prioritize them using the ABCDE method 
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You can also use the 3 Ds… Delegate, Delay, and Downsize. Always ask yourself 

if this is something someone else can do? Ask if this goal needs to be done right 

now, or can it wait? Ask if you need to downsize the importantance and make it a 

smaller goal.  

Tips to get better at Time Management 

1) A huge part in time management is getting organized, and this includes your 

work space, house, and car. The more time you spend looking for something 

is time wasted.  

2) Work single mindedly on a task until it’s complete. Start with the most 

important goals first. 



3) Find a time management system that works for you. It has to work for you, 

and be easy or you won’t do it. 

4) Cut back on the unimportant tasks… Don’t have to eliminate certain things, 

but you can cut back. These things are like social media, and watching T.V. 

5) Read books like Time Power and Eat that Frog by Brian Tracy. Take action 

on what you learn. You have to be a Doer. 

6) Eliminate distractions…Turn FB notifications off, and turn your phone off 

when you are working. Discipline yourself to work until the task is complete 

Every time you switch tasks or get distracted it takes longer to get the tasks 

done. 

7) Practice creative procrastination… Choose to procrastinate on the less 

important tasks, and get the most important tasks done first.  

8) Determine what your obstacles are, so you can combat them. 80% of why 

we don’t finish goals is in our own heads.  

9) Set deadlines for yourself. Tell other people what your deadline is… this 

forces you to get it done so you don’t look bad. 

10) Give yourself a reward for completing the goal. Take time to celebrate 

your accomplishments. 

11) Effective planning saves time in the execution of your goals. 

12) Say No when you need to and when it conflicts with accomplishing 

your goals. 

13) Tell yourself positive affirmations… like “Do it Now!” or “I can do 

it!” 

14) Invest in yourself to learn what you need to, and this saves you so 

much time. You can fast track your success by buying the information you 

need. This can save you years of time and frustration. Also, listen to 

podcasts, and listen to audio books while you drive.  

15) Build in a buffer of time to complete goals. Always have a 

contingency plan, and allow for unforeseen circumstances to happen. If you 

plan for things that could go wrong, it will save you so much time if it does 

go wrong. Allow for 30% more time to finish a goal than you think it will 

need just in case. 

 

Some people think it will take too much time to complete their goals, so they don’t 

try… Well the time is going to pass anyway, so where do you want to be in 5 



years? Do you just want to be 5 years older, or do you want to have things 

accomplished and be making more money?  

Remember if you want things to change in your life, you need to make changes. 

You can learn any skill you need to accomplish any goal you have set for yourself. 

You have the power to change your future.  

You will build more confidence and self-esteem from accomplishing big goals. 

You will be so much smarter, and be so much further along in life than others if 

you start writing goals down and planning on how to achieve them. 

Let’s talk about the Pareto Principle (80/20 Rule) 

Apply the 80/20 rule to your goals and business… The 80/20 rule states that 20% 

of your goals will account for 80% of your success. 20% of your products will 

account for 80% of your sales. 20% of your customers will account for 80% of 

your sales. If you have 10 goals… 2 of those are going to be vital for your success, 

and the other 8 aren’t as much. 

 If you focus on the top 20% that only you can do, you can delegate and outsource 

the other tasks to manage your time. 

Things to delegate and Outsource… You can’t do it all, and you shouldn’t… 

You will burn out. 

Packaging and Labeling 

Website design 

Bookkeeping 

Logos 

House cleaning 

Just to name a few. 

 

 

 

 

 

 



  

 

 


