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The one-hour guide to working less and earning more. 

An essential tool for all business owners 
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Introduction 

Ok so here is the hard truth, no business owner has enough time to do everything, has ever had enough time to do everything, will ever have enough time to do everything. Yet many of us try, don’t we?

If you have felt the need to read this workbook here is an example you will probably recognise.

Jon needed to earn more from his business and time was running out. The debts were mounting, and he had to achieve more, he had read all the management books, he knew what he wanted to achieve and what he had to do. He just never had the time, he was trapped.

To make more money Jon needed to spend more time marketing and selling. To free himself up to do that he needed to outsource many of his activities, to do that he would have to spend money. Guess what he couldn’t spend more until he earned more. A vicious circle!

Time management is a much-used word, and we have all read the books and created more to do lists! But why don’t they work? The truth is time management is all about life management; and life management is the secret to having it all. 
Here is an even harder truth you control your life. You control anything and everything that has to do with who you are, who you can be and ultimately who you will be. Doing more is not always synonymous to being more or earning more. 
Often times you end up overwhelmed with the amount of tasks you have to accomplish and ironically get minimal results for doing all these tasks. But you don't have to do an overwhelming lot to be more or to earn more. 
The trick is to focus on the things that matter - on the activities that contribute the greatest value for your time and energy. T
The surprising reality is that twenty percent of your activities contribute to a huge eighty percent of your growth and development, be it in business, investments, family or personal life. 
The remaining eighty percent of your activities build up only twenty percent to your success.
It is amazing how much time we all waste!

In this workbook we show you a step-by-step way to re-clarify your goals and design your business around your life.

Step 1. Spinach first. 
Your mom was right. Always tackle the most difficult task on your plate first thing in the morning when your energy and concentration level is at its highest. Get to the hard stuff as early as you can. The longer you put it off in Favor of easier, lower priority matters, the bigger that mound gets (and the worse it tastes). Always keep the main thing the main thing.
Make a list of the most important things you have to do here. As a tip remember 20% of your activities will be earning you 80% of your income what are the activities in yoru business that earn you/save you the most money?

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Step 2.  Think sprint, not marathon. 
We are not designed to “park it” at a desk for 8 hours at a stretch and get all of our work done. Short, uninterrupted bursts of concentration are the key to knocking out good work. Get a kitchen timer, or stopwatch. Set it for 45 minutes or an hour, and don’t stop until you hear the buzzer. You’d be amazed at what you can accomplish in one good uninterrupted hour. Then take a break.

Think about what you have recorded in the exercise above and break those activities down into one-hour bursts below. How much will you get done? You will probably be surprised to find it is more or the same than you achieve now!

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Step 3.  Be selfish. 
Once you have prioritized your to-do list, you must put that ahead of all others’ lists. When you are able to get your own work done, you are in a much better position to support others with their projects. But your work comes first. Always.
Make a list below of the people/ activities that distract you from what you need to do and make a resolution to change it by recording an action point.

	My Distractions
	My plan to counter 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Step 4. Date stamp your expectation. 
Whenever you request a deliverable from someone, do not simply ask for it, but also inquire when you can expect to receive it. Things tend to happen much faster when there is an explicit deadline. Similarly, if someone asks something from you, ask them when they need it by. Then write it in a calendar.
Who are the people or organisations that hold you up or let you down in completing important tasks? What can be done, record your thoughts below:

	Things that hold me up
	My plan to counter 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Step 5. Touch it once. 
With the never-ending onslaught of email, it’s crucial that you have a good filing system in place. Make a rule, “read it once” – then decide what to do with the information, then do it. Same thing with other incoming requests. Touch it once, do something with it, then let it go.
Step 6. Group like items. 
Organize your week into specific days for similar tasks with allotted timeframes. E.G. Mondays and Wednesdays, focus on face time – seeing clients, making sales etc. On Tuesdays and Thursdays, reserve the time for writing, emailing, or working on strategy. Friday morning is for overflow and Friday afternoon is free. Knowing what your week looks like in advance, makes it easier to be in the right mindset when the time comes.
Create your perfect week and stick to it, remember these are your rule, you have the power and it is YOUR fault if it all goes wrong!

Design your week on the page below by allocating time for each activity you have to do.

You may want to list them below first.
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Step 7. Face time saves time. 
Don’t try to figure out what someone meant in a confusing email, go straight to the source and ask. This saves on time, energy and mistakes. Asking for, and giving, clear communication is key.
Make notes when you have conversations so you can be sure what has been said, no one has a perfect memory!
Step 8. Delegate. Learn to delegate more of the work. 
When you actually do this, you’ll notice how your role and work output will transition to the next level. Know what parts you do well yourself, and then give to someone else whatever parts you feel do not play to your strengths. Then let go.
Make a list of your daily activities below and use the tick box to determine if they can actually be delegated. Use the notes section to record any actions you need to take to make it so. Don’t be sacred of spending a little money on this you will find that most of the things you can outsource (Bookkeeping, Administration etc.) cost very little and can save you hours!

	My activities
	Could I delegate 
	Action points

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	My activities
	Could I delegate 
	Action points

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Step 9. Track it. 
If you can’t figure out where the week went, it’s time to take a closer look at it. Track your time hour-by-hour for one week: everything that you’re doing from the time you get up until you go to bed. This is sobering! You’ll likely see where the holes in your calendar are. You may find that you need to rearrange your life (and calendar) accordingly.
Go on! I dare you, us the perfect week template repeated on the next page to log your week and see what you learn.
My Notes:
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Step 10. Move it. 
With so much head work, we can often neglect our bodies (without which our heads do not work). Regular vigorous exercise will help you blow off steam, give you more energy, greater concentration and a better night’s sleep. Not a bad return! Go for a jog, play a sport, take a walk whatever you like. Make time for yourself and you will be much more productive.
Step 11. Slow down to speed up. 
Sometimes we need to slow it right down in order to get good work done. By minimizing distractions, and focusing carefully on one task at a time, we can actually speed up our overall work rate. Monotasking is the way. 

Step 12. Lighten up. Nothing is so serious that we cannot laugh about it. One good belly laugh each day is essential for defusing tension, and yes, getting our work done. Work is work, but that doesn’t mean we can’t have a laugh once in a while. Even at our own expense. Even when the chips are down.
My Notes:

	

	

	

	

	

	

	

	

	

	

	


My Personal Commitment List to improve my time management:
My top B.A.N.’s (Best Actions Next) are:

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
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