
7 STEPS AND STRATEGIES TO7 STEPS AND STRATEGIES TO7 STEPS AND STRATEGIES TO
SAVE TIMESAVE TIMESAVE TIME

figure out what your main goals and values
are in life, then see if your daily activities
reflect those.  Make a top 10 list.

from the 10 items listed in step 4 prioritize from
1 to 10 which are more important and which are

least important.

Look at each activity to find ways to save time on
some to add time to others.  every cutting 5 minutes

from some activities each day will add up to over 30
minutes per week.  .

based on 1 week's results, calculate average
time being spent on each activity each day.

Monitor your progress for one month
until the routines become habits.

STEP 1STEP 1STEP 1
carefully track your daily activities,
minute-by-minute, for 1 week (7 days).

STEP 2STEP 2STEP 2

STEP 3STEP 3STEP 3

STEP 4STEP 4STEP 4

redesign your day.  cut time from activities
that do not add value to your overall
goals and values.

STEP 5STEP 5STEP 5

STEP 6STEP 6STEP 6

STEP 7STEP 7STEP 7


