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THE GOLDEN KEY T THAT IS EFFECTIVE TIE MAMAGEMENT. HERE 15 AN OVERVEW 0N
FOW YOU CANMAMALE YOUR TME EFFECTIVELY T2 GET MORE DONE N LESS TRIE

CREATE A
TIMELINE SHEET

Fill i the timslbne with the Lhsk you wish b
COImphEts By that tirs, nd the SLAFL wiosiing with
It acondingly, With tha Pds of timaline thasts, you
e track about how much you gt done during
the end of the day. As well 35 knowang whire dad

you spend your tme i R produdng results of
washed on unproduciive Lk
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BE RESULT-ORIENTED

Give 500 of your time (o all the scthvities of
appointments that wall b g you the: best
resuly

SWITCH OFF
ALL DISTRACTIONS

Switch (o Che “Do not diturd® mode and be
100 focussed on the LIk youTs StEndng 1o,
Tusm yoursell swary from snything that distracts
yorla from yous work, Suth & meddenger, sodial
media platfonms, T sevies, et

123| PRIORITIZE

Create time bipgs for the most important
tasics desoending to the least important Lasics.
Keep the tmeline a5 dotaded a5 possible 50
that you can discipine yourself 1o dedicate

PLAN AHEAD

WITH PROVISIONS

Yorui can plan ahead, Bt you can never realy
krsow what may pop up. 50, make tme
provisions for interruptive svents. With ds,
even i your day gets hijacked by something
wrgent you <an finish the imgortant taiks
baforehand.

BE REALISTIC
iH YOUR GDALS

Focut on gqualty rather than quant
r-'n'.-.,r\n-:,lo\.\, oif 00 hard b got thingt mn.-q.n

o timuehrve you et Be realistc wish your goals by
plthing yourtsl art enough bul geving yourtsll
breathing space to stay motvaiesd too.
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