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Where Do You Spend Your Time?

Grab a pen and a blank piece of paper.

On the first sheet, write down everything you do for your 
business every month.  Everything.  Checking email, calling 
leads, filing papers, etc.

Circle the three things you do each month that give you the 
biggest impact.

Homework: Do this same exercise for your personal life.

1. Eliminate

What on your list can be eliminated?

Are you doing something because you've always done it, but 
it's not impacting your business anymore?

Eliminate everything that is not giving you value.



2. Delegate

What on your list can be delegated?

What do you love to do?  What gives you the biggest 
impact?  Keep those things.

What do you dislike doing, but needs to be done?  Can you 
delegate it to someone else?

If you will earn more than you will spend, it is a good 
investment.

Delegate everything you can that is not part of your core 
activities that brings you the most value.

3. Schedule

Schedule your week.  Every Sunday, sit down and plan out 
your week.  What do you need to do for your business this 
week?  What do you need to do for your family this 
week?  What do you need to do for yourself this week?

Schedule your day.  Every evening, take 5 minutes to look over 
the plan for the next day.  

For every 15 minutes you spend planning, you save 1 hour of 
time.

4. Your "To Do" List

Create a Master "To Do" List.  Take 30 minutes and do a "brain 
dump" of everything you are thinking of.  Walk from room to 
room to use visual triggers to help remember things.

Create a Daily "To Do" List.  Use your Master "To Do" List as 
a resource to create your Daily "To Do" List.  

Your Daily "To Do" List is 10 items at the most.



5. Apply the 80/20 Rule

Apply the 80/20 Rule to your Daily "To Do" List.

Pick out the top TWO items on your list that will give you the 
biggest impact.

Each day, start with those top two items.

6. Declutter

A messy space is an unproductive space.

Keep your desk top and work area free from clutter.

Minimize your "stuff" and pare down to the essentials.

Set a timer and spend 15 minutes a day decluttering.

A clean and orderly space is more productive, and saves time.

7. Simplify

What do you do each day that could be simplified?

Where could you create a routine?  Example: Morning routine: 
shower, get dressed, breakfast, read, pray.  Lunch routine: 
lunch, check and respond to email, check and respond to 
voicemail.

Always ask yourself if whatever you are doing is necessary for 
your success.



8. Create Systems

Where can you create systems to help you save time?

Is your filing cabinet system functional?

Do you have a system in place for what you do with a new 
customer or lead?

Create systems for things you do often to streamline the 
process and make it more efficient.

9. Use Blocks of Time

When possible, work in blocks of time at least 1 hour long.

Work in places that are quiet and where you cannot be 
distracted or interrupted.

Use the 45 minute rule for long blocks of time.

Spend your block of time on ONE task.

Use blocks of time for household things as well, such as 
running errands.

10. Multitask

Know when to multitask and when NOT to multitask.

Use your car as a mobile university.

Listen to conference calls while doing household chores.

Do not check your email while on a phone call.

Do not multitask when it comes to your family.



11. Leverage Time

What activities do you do regularly that you could leverage your 
time and get more done?

Ask a teammate to listen in while you do a prospecting call.

Train two or three people at a time instead of one.

Empower others to find the answers for themselves.

12. Say "NO"

Know your limits.

Do not put too much in your schedule.

Schedule the important first, and then say NO to the rest.

Be honest.

The world will still function if you say NO to being a fundraising 
chairperson, or bake sale coordinator.

13. Create Boundaries

Have work time be for work and family time be for family.

Create office hours.  

Eat dinner with your family at the table when possible.

Have a "family meeting" so that everyone is aware of your 
goals and what it will take to reach those goals.

Ask your family or friends to help you keep your boundaries.



14. Begin with the End in Mind

Have a BIG why.

Always compare activities or tasks to your goals.

Tell others about your goals.

Take consistent action every day.

Learn to say "NO" to things that are not in alignment with your 
mission and goals.

15. Be a Lifelong Learner

Learning is a journey that is never finished.

The investment in yourself is one of the best you can make.

Be a student, study the masters, implement what you learn.

If there is something you want to do, there is almost always 
someone that has done it, so learn from them.


