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HEW YOI CAN MAMAGE 1OUR TWE EFFECTIVELY TO GET MORE DOME N LESS TIME

CREATE A
TIMELINE SHEET

Fill in che timabne with the ik you wish o
comphite by that timss, and tham 3tart working with
it accondinghy, With th i of timelins 1hests, you
ksap track aboat how much you gt dane during
che and of the day. Az well a5 bnowang whers ded

you spend your B i B producng results of
wearsted on unproductve tek?

BE RESULT=-ORIENTED

Give 508 of your time 1o all the scthities o
appointments that wall bring you the best
result

SWITCH OFF
ALL DISTRACTIONS

Swatch o the “Do not diturh” mode and be
100% focussed on the taak you're sttending 1o,
Tum yoursell @way from anything that distracts
you from yous work, Such o meisenger, sodial
imbdia platfanms, TV Serd, ete.

123| PRIORITIZE

Create time blogs for the most important
tasks descending to the least important tasics,
Keep the tmeline as detaded a5 posiible 50
that you can discipline yoursell to dedicate

PLAN AHEAD

WITH PROVISIONS

Youl can plan ahedd, but you can nisver really
knowd what may pop up. 50, make time
provisisns far internuptive swents. With this,
even if your day gets hijadked by something
wrgent you can finish the important tasks
Beforenand.

BE REALISTIC
IN YOUR GOALS

Focut on gualty rather than quantity. Dont
presiune yoursell f00 Racd to pot thingt done on
the timaline you el Be realichc with your goals by
puthing yoursell wat enouth but grang yourcel!

Breathing space bo ttay motivated too.
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