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1. Learn to delegate and trust others to get things done, rather than micro-managing. 
2. Determine what the financial value of a task is worth to you. It’s far easier to stop doing it, or outsource it, if it’s not worth your time. 
3. Think of one task that you do automatically that you don’t really need to be doing? Why not cut it out?
4. There’s proactivity and reactivity. If you learn the difference your world will change with regard to your time management. 
5. While working, close your social networks and put your phone on silent. If you can work without the Wi-fi on at all than do it and you’ll find you’re far more productive. 
6. Exercise isn’t just for your physical health. It also helps clear your mind, and in turn, makes you more productive. 
7. De-clutter to allow yourself to get more organised. Turf out anything that drains you of your time whether it’s tasks, negative people or possessions. 
8. What could you do today to make some time to focus on your time management?
9. Donating to charity is a great way to declutter.
10. Taking thirty minutes out of your day to plan what needs doing is highly recommended by the experts. When works better for you, first thing in the morning, or in the evening?
11. Don’t waste your time with turkeys when you could be soaring with the eagles.
12. Share your favourite time management tip with us in the comments.
13. “The key is in not spending time, but in investing it.” - Stephen R. Covey
14. How do you deal with the problem of procrastination? What methods do you use to get yourself to ‘do it now’?
15. To manage your time, know your own boundaries and work within them, and insisting others respect them.
16. Make use of the 20/80 rule and identify what it is that is the 20% of your daily activity that produces 80% of the result.
17. Is there anything that you prefer to order online to save yourself time shopping? If not, why not?
18. When you go to events and face to face meetings, do they make you money or are they just costing you time?
19. Take a few minutes to learn the CTRL shortcuts on your keyboard if your work involves a lot of typing.
20. Sleep and exercise are not a waste of time. They are nature’s way of clearing your mind.
21. If you save ten minutes a day, that’s an hour extra each week. 
22. What would you do with an hour’s extra time? Sleep? Read? Network?
23. Don’t apologise and don’t explain. Learn how to just say, ‘That won’t work for me right now.’
24. Do other people’s priorities and needs distract you from your goal? If so, you might have boundary issues…
25. If you don’t know what is meant by ‘boundary issues,’ then chances are you definitely have boundary issues. 
26. If you put yourself last on your list of priorities, you aren’t helping anyone.
27. To save yourself some time line up some guest authors for your podcast or blog.
28. Make sure you take a break for inspiration every day. Look at your inspiration board, create a list of long-term goals, and focus on what you want to achieve.
29. Before phone someone, determine what it is you want the call to achieve and focus on that. Don’t allow for tangents.
30. Great time-management is about great habits. What habits save you valuable time?

