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Hello &
Welcome

Welcome to the Take Back Your Time 30-Day Challenge & Time
Mastery Guide! I'm so excited that you're taking the first step towards
mastering your time and reducing overwhelm and burnout. As a
business owner, | understand how challenging it can be to balance
work, life, and everything in between. But it doesn't have to be this
way.

The Time Mastery Guide provides the foundation for the 30-Day
Challenge and goes into detail on the time mastery moves that
you'll be practicing. It covers topics such as understanding your
time, simplifying your schedule, maximizing productivity, balancing
work and life, staying motivated, and more.

The 30-Day Challenge is designed to help you implement the time
mastery concepts and techniques that you'll learn in the guide. Each
day, you'll focus on one key concept and complete a corresponding
action item. By the end of the challenge, you'll have formed new
habits and made significant progress towards mastering your time.

So, let's get started! Take a deep breath, grab a notebook, and get
ready to take back your time so you're in full control. Together, welll
turn your time management struggles into time mastery success!
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Introduction

Welcome to the world of Time Mastery! This guide is specifically designed for
busy business owners who are looking for ways to better manage their time and
achieve success in their personal and professional lives. If you're feeling
overwhelmed and unsure of where to start, don't worry — you're not alone. Time
management is a common challenge that many business owners face, but with
the right tools and strategies, you can overcome it.

Forget Time Management in Favor of Time Mastery

The first thing to understand is that "time management” is no longer the most
accurate or helpful way to describe the approach we are going to take in this
guide. Instead, we will be focusing on Time Mastery, a more comprehensive and
holistic approach that includes not only managing your time but also maximizing
your productivity and well-being. Time Mastery is about taking control of your
time and using it in the most effective and meaningful way possible.

Importance of Effective Time Mastery for Business Owners

As a business owner, your time is your most valuable resource. Every moment
you spend working on the wrong task, procrastinating, or simply waste time is a
moment you can never get back. Effective Time Mastery is crucial to your
success, both in your personal and professional life. It can help you prioritize your
tasks, set and achieve your goals, increase your productivity, and achieve a
healthy work-life balance. With Time Mastery, you can work smarter, not harder,
and achieve more in less time.

Purpose of the Guide

The purpose of this guide is to provide you with simple and practical Time
Mastery moves that you can start implementing right away. Whether you're a
seasoned business owner or just starting out, this guide will provide you with the
tools and strategies you need to take control of your time and achieve success.
By the end of this guide, you will have a clear understanding of your current time
habits, how to eliminate time wasters, and how to maximize your productivity and
well-being. You will also have a plan in place to stay motivated, accountable, and
on track. So, let's get started on this journey to Time Mastery!
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Understanding
Your Time

In order to effectively master your time,
you need to start by understanding how
you are currently using it. This means
taking an honest look at your current
time habits, identifying areas where you
could be more efficient, and setting
priorities and goals that align with your
personal and professional vision.

Assessment of Current Time
Habits

The first step to understanding your time
is to assess your current time habits. This
can be done by tracking your activities
and time usage for a week or two. Write
down what you do each day, including
work tasks, personal activities, and
anything else that takes up your time.
This exercise will help you identify
patterns and areas where you may be
wasting time.
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Identifying Time Traps

Once you have a good understanding of how you are currently using your time,
the next step is to identify any "time traps” that are stealing your valuable
moments. A time trap is any activity or task that takes up more time than it
should or that you don't enjoy doing. This can include anything from excessive
email checking to unimportant tasks that take up your time. By identifying your
time traps, you can eliminate them from your schedule and free up more time for
the things that matter most. See Appendix for a list of 30 Time Trap Remedies.

Setting Priorities and Goals

Once you have assessed your time habits and identified your specific time traps,
the next step is to set priorities and goals. This means determining what is most
important to you, both in your personal and professional life, and aligning your
time usage with those priorities. It's important to set both short-term and long-
term goals, and to break them down into smaller, manageable steps. By setting
priorities and goals, you can ensure that your time is being used in the most
meaningful and effective way possible.

The key to effective Time Mastery is understanding your time. By taking an honest
look at your current time habits, identifying time traps, and setting priorities and
goals, you can start to take control of your time and use it in the most effective
and meaningful way possible. In the next chapter, we will be focusing on
simplifying your schedule, so that you can start putting your new understanding
of your time into practice.
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Simplifying Your Schedule

Only Do What Only You Can Do

The first step in simplifying your schedule is to focus on doing what only you can
do and what you do best. This means identifying tasks and activities that are
unique to you, that you enjoy doing, and that have the most impact on your
business. As the leader of your business, leadership tasks should be given priority
in your schedule and you should delegate or eliminate the rest. In a medical
practice, only the doctor can advise and treat patients.

Creating a Daily Focus List

A Daily Focus List is a simple tool that can help you simplify your schedule and
focus on what's most important. To create a Daily Focus List, write down the top
3-5 tasks that you want to focus on each day. These tasks should align with your
priorities and goals and be the most important things you need to do that day. By
focusing on just a few tasks each day, you can eliminate distractions and be
more productive. You'll be surprised by how much you're able to accomplish in
just a week of practicing this discipline.

Using Calendars and Reminders

Calendars and reminders can be valuable tools for simplifying your schedule and
staying on track. Whether you prefer a physical calendar or a digital one, make
sure to use it consistently to schedule appointments, deadlines, and other
important events. Blocking out time for your Daily Focus List ensure you always
have time to work on it. Reminders can also be helpful for staying on top of your
schedule, so that you don't forget what you've committed to. By using calendars
and reminders, you can ensure that your time is being used in the most effective
and meaningful way possible.

Simplifying your schedule is key to effective Time Mastery. By focusing on only
doing what only you can do, creating a Daily Focus List, and using calendars and
reminders, you can streamline your tasks and activities, eliminate distractions,
and focus on what's most important. In the next chapter, we will be focusing on
mMaximizing your productivity, so that you can achieve your goals.
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Maximizing Productivity

Maximizing your productivity is critical to effective Time Mastery. By becoming
more efficient, you can get more done in less time, achieve your goals faster, and
have more time for the things that matter most to you. In this chapter, we wiill
cover three key strategies for maximizing your productivity.

Becoming Indistractable

The first step to maximizing your productivity is to become indistractable. This
means reducing or eliminating distractions in your work environment, so that you
can focus on your most important tasks. This can include turning off notifications
on your phone, closing unnecessary tabs on your computer, and setting aside
dedicated blocks of time for focused work. By becoming indistractable, you can
eliminate distractions and be more productive.

Delegating Everything But Leadership

Another important strategy for maximizing your productivity is to delegate
everything but leadership. This means entrusting others with tasks and
responsibilities that you don't need to be personally involved in. Delegating can
help you free up more time for your most important tasks, and also help you build
a stronger, more effective team. Just make sure to delegate the right tasks to the
right people and to provide clear instructions and expectations.
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Implementing a Closed Door, Open Calendar Policy

A closed door, open calendar policy is a simple, but powerful tool for maximizing
your productivity. This policy involves scheduling blocks of time each day for
focused work and closing your door or blocking off your calendar during those
times, so that you can work uninterrupted. At the same time, you should make
your calendar open and available for others to schedule appointments or check-
ins during the rest of your day. By implementing a closed door, open calendar
policy, you can reduce distractions, be more productive, and still be accessible
when others need you.

Maximizing your productivity is essential to effective Time Mastery. By becoming
indistractable, delegating everything but leadership, and implementing a closed
door, open calendar policy, you can free up more time for your most important
tasks, achieve your goals faster, and have more time for the things that matter
most to you. In the next chapter, we will focus on taking action and putting your
newfound Time Mastery skills into practice.

Balancing Work and Life

Balancing work and life is essential to effective Time Mastery. By setting
boundaries and making time for both work and non-work activities, you can
reduce stress, increase happiness, and live a more fulfilling life. In this chapter, we
will cover three key strategies for balancing work and life.

Boundary Setting

Boundary setting is the process of defining the limits between work and personal
time. This can include setting specific times for starting and ending work, taking
breaks, and disconnecting from work-related activities. Boundary setting is
important because it helps you avoid burnout, reduce stress, and maintain a
healthy work-life balance.
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Making Time to Relax and Renew

Making time to relax and renew is critical to
balancing work and life. This means taking
time for activities that you enjoy and that
help you recharge, such as reading,
exercising, or spending time with family and
friends. It's important to prioritize these
activities and make them a non-negotiable
part of your schedule, so that you can ensure
that you are taking the time you need to
renew and recharge.

Healthy Work-Life Integration

Healthy work-life integration is the practice
of blending work and non-work activities in a
way that is harmonious and fulfilling. This
can include finding ways to integrate your
passions and interests into your work, or
using technology to work from home or from
a location of your choice. By integrating work
and life in a healthy way, you can achieve a
better balance and lead a more fulfilling life.

Balancing work and life is essential to
effective Time Mastery. By setting
boundaries, making time to relax and renew,
and integrating work and life in a healthy
way, you can reduce stress, increase
happiness, and live a more fulfilling life. With
these strategies, you can and enjoy the
benefits of effective Time Mastery.
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Staying Motivated and On Track

Maintaining motivation and staying on track with your Time Mastery goals can be
challenging, especially when faced with distractions, procrastination, and other
obstacles. In this chapter, we will cover three strategies for staying motivated and
on track.

Tips for Overcoming Procrastination

Procrastination can be a major roadblock to effective Time Mastery. To overcome
procrastination, it's important to identify the underlying cause, such as fear of
failure, lack of motivation, or too much choice. Once you have identified the
cause, you can take specific actions to overcome it, such as breaking tasks down
into smaller, manageable steps, or working with an accountability partner.

How to Keep Yourself Accountable

Keeping yourself accountable is an essential part of effective Time Mastery. This
can involve setting specific, measurable goals, tracking your progress, and
celebrating your accomplishments. You can also work with an accountability
partner or join a group or community of like-minded individuals who are also
focused on Time Mastery. By keeping yourself accountable, you can stay
motivated and on track with your goals.

L e e R R et G, 130
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Fun Ideas for Celebrating Your Progress and Accomplishments

Celebrating your progress and accomplishments is a great way to stay
motivated and on track with your Time Mastery goals. This can involve simple
activities such as treating yourself to a special activity or reward, or sharing your
accomplishments with others. You can also participate in fun challenges or
games, such as a weekly productivity competition, or a monthly challenge to see
how many items you can complete on your to-do list. By celebrating your
progress and accomplishments, you can stay motivated and inspired to
continue making progress.

Staying motivated and on track with your Time Mastery goals is critical to
success. By overcoming procrastination, keeping yourself accountable, and
celebrating your progress and accomplishments, you can stay motivated,
inspired, and focused on your goals. With these strategies, you can continue to
make progress and achieve success with your Time Mastery journey.
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—— Conclusion

In this guide, we've explored the key
principles and strategies for mastering
- your time as a business owner. From
understanding your time habits and
setting priorities to maximizing
— productivity and balancing work and life,
V. we have covered a range of important
— topics to help you achieve greater
~ success and fulfillment in your personal
and professional life.

J Recap of Time Mastery Moves

N Let's take a moment to recap the Time
e Mastery moves we've covered in this
guide:

- l.Forgetting time management in favor
of Time Mastery
/ 2.Understanding your time and
identifying time bandits
3.Simplifying your schedule by only
doing what only you can do and
creating a daily focus list
. 4 Nl 4.Maximizing productivity by becoming
indistractable, delegating everything
\ but leadership, and implementing a
— closed door, open calendar policy
5.Balancing work and life by setting
boundaries, making time to relax and
renew, and fostering healthy work-life
integration

L ™ 6.Staying motivated and on track by
| — ‘m overcoming procrastination, keeping
o yourself accountable, and celebrating
your progress and accomplishments
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Encouragement for Implementation

Time Mastery is not about perfection, but about making progress. By
implementing the strategies covered in this guide, you can start to see positive
results in your personal and professional life. Be patient with yourself and
celebrate your progress along the way.

Final Thoughts and Next Steps

Time Mastery is a journey, not a destination. As you continue to grow and evolve,
you may need to revisit the strategies covered in this guide and make
adjustments to meet your changing needs. Don't be afraid to experiment and
find what works best for you.

| want to thank you for taking the time to read this guide and for your
commitment to mastering your time. | hope you found it helpful and informative,
and that it has inspired you to take action and start making progress towards
your goals. If you have any questions or feedback, please feel free to reach out at
coachvania@seriouslysystemized.com.

To continue making progress on your Time Mastery journey | highly recommmend
taking the Take Back Your Time 30-Day Challenge.

In the next chapter you'll find a day-by-day guide for completing the Challenge.

HALLENGE
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Take Back Your Time
30-Day Challenge

Important - Read This First

Welcome to the 30-Day Challenge portion of your time mastery
guide! This challenge is designed to help you turn the concepts and
strategies from the guide into real-life habits.

Each day, you will focus on a specific aspect of time mastery. You'll
find an explanation of the day’s topic, along with an actionable item
to help you put what you've learned into practice. You'l see a
checkbox for each day that you can use to track progress by
marking the day as completed.

To get the most out of this challenge, it's important to be consistent
and dedicated. We recommend setting aside 10-15 minutes each
day to complete the challenge, and to hold yourself accountable by
tracking your progress.

Remember, this challenge is not just about learning new information,
but actually applying it to your business and life. So, be open to
trying new things and be willing to experiment. The goal is to make
the concepts from the guide a permanent part of your routine.

All resources and worksheets referenced in the challenge can be
found in the Appendix section at the end of this guide. You may wish
to make copies of some of the worksheets before filling them out in
case you want to fill them out again in the future. In addition to the
worksheets, you'll also want to have a notebook handy for note
taking and writing down assignments.

I'm excited for you to embark on this experiential journey towards
mastering your time. Let's get started!
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Day 1: Introduction to Time Mastery

Read the Time Mastery Guide, which is all of the pages preceding this one, and
gain an understanding of the importance of time mastery for entrepreneurs.

Action Item: Set aside some time to reflect on your current time habits and
assess your strengths and weaknesses. Complete the Strengths and
Weaknesses Worksheet in the Appendix.

Day 2: Understanding Your Time

Today you begin to gain a better understanding of your time by tracking it.
Further along in the challenge you'll assess your current time habits by reviewing
how you spend your time.

Action Item: Start keeping a log of how you spend your time for the next week
minimum; ideally for the duration of the challenge. Use the Daily Time Log found
in the Appendix, make additional copies of the log page as needed, and be sure
to read the Instructions page before you begin logging your time.

Day 3: Identifying Your Time Traps

Identify the activities that are stealing your time and preventing you from being
productive.

Action Item: Review the Time Traps Checklist - Dos and Don'ts and the 30 Time
Trap Remedy Reminders found in the Appendix. Circle the ones that need
immediate work.

Day 4: Setting Priorities and Goals

Set priorities and goals that align with your time mastery objectives.

Action Item: Write down your top three to four priorities for the next 30 days. One
of them should be to complete this challenge. ;)
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Day 5: Simplifying Your Schedule

Review the section in the guide about only doing what only you can do and
creating daily focus lists that take you steps closer to achieving your goals.

Action Item: Create a daily focus list for the next 24 hours.

Day 6: Using Calendars and Reminders

Review section in the guide about the benefits of using calendars and reminders
to stay on track and be more productive.

Action Item: Block out time on your calendar each for the next 3-4 weeks to work
on the top 3-4 priorities you wrote down on Day 4. Set up a system of reminders
to help you remember when you will work on them. Putting them on your
calendar also reserves the time, preventing anyone else from scheduling with
you during your focus time.

Day 7: Becoming Indistractable

From the guide, review how to become indistractable and minimize distractions
to maximize productivity.

Action Item: Identify and write down your most common distractions and come
up with strategies to minimize them. For ideas and inspirations, review the Time
Traps checklist and the 30 Time Trap Remedy Reminders sheets found in the
Appendix.

Day 8: Delegating Everything But Leadership

To get comfortable with delegating, read the part of the guide where delegating
is mentioned and read the Effective Delegating Dos and Don'ts section in the
Appendix. Consider the importance of delegation and how you might delegate
more effectively.

Action Item: If you have concerns about delegating or delegating more
effectively, make a list of those concerns and consider what it would take to
neutralize them. Also, write down what tasks you are already delegating and the
ones you know you should be delegating and find someone to delegate them to.
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Day 9: Implementing a Closed Door, Open Calendar Policy

You're 9 days into the challenge and you've already done some great work. Now
it's time to kick your productivity into high-gear. A closed door/open calendar
policy means that when your door is closed, people can not come barging in
unless the building is literally on fire. Instead, they can book time on your
calendar to discuss their needs or get questions answered.

Action Item: Set up an online booking calendar and connect it to your Google or
Outlook calendar. Calendly is great for this and they have a free version. Next,
block out strategic focus time for the next 2-weeks on your Google or Outlook
calendar so that this time becomes unavailable on your online calendar.
Announce your new policy to your team and give them the online booking link.

Day 10: Balancing Work and Life

You've been working hard. Let's get some you-time scheduled in. Don't think this is
important or doable? Reflect on the importance of balancing work and life and
how to set boundaries. Review this section of the guide.

Action Item: Make a list of things you enjoy doing away from your business. Make
a list of people you enjoy spending time with away from your business. Schedule
time in your calendar to do at least one of the things on your list and to spend
time with at least one of the people on your list.

Day 11: Making Time to Recharge and Renew

Taking breaks during the day is a great way to recharge and renew your energy.

Action Item: Schedule a 30-minute break for yourself today. Use it to sit in the
park, get a pedicure, get a massage, or have coffee with a friend.

Day 12: Healthy Work-Life Integration

Your life shouldn't stop just because you're leading a growing business. When you
can integrate your work and life in a healthy way, you'll more joy in both.

Action Item: Make a plan to integrate healthy habits into your day that help manage
stress levels, such as yoga, exercise, meditation, and therapy.
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Day 13: Overcoming Procrastination

Today's a great day to overcome procrastination and stay motivated to work on
your goals.

Action Item: Make a list of tasks you have been procrastinating on. Choose one
from your list that you can take action on today and do it. Plan time on your
calendar to take action on the remainder of the tasks on your list. Chunk down
big tasks so they don't overwhelm you when it comes to work on them - spread
the chunks out over several days to make them more realistical

Day 14: Keeping Yourself Accountable

You already know the importance of keeping your team accountable, but have
you considered how you keep yourself accountable?

Action Item: Write down your goals for the next 30 days and post them in a place
where you can see them every day. Review the list during the focus time you've
already blocked out on your calendar on Day 9.

Day 15: Celebrating Progress & Accomplishments

Discover fun and creative ways to celebrate progress and accomplishments.

Action Item: Celebrate a small accomplishment from the past week.

Day 16: Review of Time Mastery Moves

Take a step back and review the time mastery moves you have learned so far.

Action Item: Reflect on how you have been implementing the time mastery
moves in your daily life. Also use this day to catch up on any days you missed, if
needed.
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Day 17: Review Your Time Log(s)

Set aside time to review and reflect on your daily time logs. This is a great
opportunity to engage your Inner Manager, decide on the changes needed, and
set goals for making those changes.

Action Item: Read the Review and Analyze the Results of Time Tracking section in
the Appendix and complete the exercises recommended there.

Day 18: Choose a Book From the Recommended Reading List

These books have been carefully selected to provide you with valuable insights,
tips, and techniques from leading experts in the field.

Action Iltem: Choose a book from the recommended books from the list of best-
selling time mastery, productivity, and work-life balance books and begin
reading it. Choose the one you are most drawn to. This is a crucial next step in
your journey towards mastering your time.

Day 19: Eliminating Time Wasters

Have you noticed how sometimes things come up that you intend to only spend
a few minutes on and before you know it so much more time has flown by? This
can happen when we're not being mindful of our time. You cannot change what
you do not acknowledge.

Action Item: Review you daily time logs with the specific intention of identifying
any activities that waste your time. Examples might include checking social
media or email frequently, attending unnecessary meetings, or getting
sidetracked. Then, use the Time Waster Worksheet found in the Appendix, to
come up with a plan to eliminate or minimize these time wasters.

Day 20: Questions You Might Not Know You Had

In the Appendix, I've created a short list of consolidated questions I've received
about the value of time mastery and how long it takes to accomplish.

Action Item: Review the list of questions and answers to see what you can discover.
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Day 21: Set Boundaries Around Your Work Hours

As a busy business owner leading your vision, leading your dream, you might
think it's necessary to be "always on'. It's a common misconception. What if it's
not healthy or you or your business?

Action Item: Define your work hours. Set boundaries for your time and let others
know when you are not available. This could mean turning off your phone after a
certain hour or declining invitations to events that take place outside of your work
hours. Pre-decide now and stick with it.

Day 22: Maximize Your Mornings

You already know the importance of keeping your team accountable, but have
you considered how you keep yourself accountable?

Action Item: Develop a morning routine that sets you up for success. This could
include exercise, meditation, reading, planning your day, or just taking some quiet
time to yourself. Be willing to experiment with different routines until you find what
works best for you.

Day 23: Design a Self-Care Day

Yes - a whole entire day of just taking care of yourself! The benefits of this are
exponential and can be see quickly in increased clarity, focus, and productivity.

Action Item: If you were to spend an entire day catching up on self-care needs
that you've neglected, what would it look like? Examples might include getting
that much needed eye exam, getting that gym membership, spending time
creating your meal plan for the week. Consider the possibilities and design a Self-
Care Day for yourself. Then find a place to put it on your calendar.

Day 24: Clear the Clutter

Neuroscience has proven that a cluttered space can lead to a cluttered mind,
making it more difficult achieve clarity and focus.

Action ltem: Spend time today de-cluttering your workspace. Or maybe it's your
car or home that needs it. Choose the space and get to work organizing it.
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Day 25: Catch Up Day

Need a day to catch up or implement some things you haven't been able to get
to yet? You got it. Today's the day.

Action Item: Take time today to catch up on something you've been wanting to
do but haven't been able to yet. It can be an action item related to the challenge
or anything else that's on your mind. Give this yourself this day to get caught up.

Day 26: Create a System for Email Management

We all know what a nightmare our email inbox can be. Especially after a weekend
of not checking it. Getting to inbox zero isn't easy for most of us, but it is a worthy
goal that will have you feeling a big sense of relief.

Action Item: Set aside dedicated time for checking and responding to emails
each day. Create a system for organizing and prioritizing your emails, such as
flagging important messages or using forwarding filters to automatically forward
emails of a certain type to someone on your team. The goal is to manage your
inbox in a way that saves you time and reduces stress.

Day 27: The Importance of Saying No

Learning to say no is an important productivity strategy. Sometimes we say yes
when we don't mean it, whether out of obligation or a need to please others.

Action Item: Practice saying no to requests or invitations that do not align with
your goals or priorities. Remember that it's okay to decline an invitation if it does
not serve you or your business. Check in with yourself and decide that if it's not a
"Hell Yes" then it's a clear no.

Day 28: Clear the Clutter

Neuroscience has proven that a cluttered space can lead to a cluttered mind,
making it more difficult achieve clarity and focus.

Action ltem: Spend time today de-cluttering your workspace. Or maybe it's your

car or home that needs it. Choose the space and get to work organizing it.
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Day 29: Eliminating Unnecessary Meetings

Meeting overload can be a big drain on your time. Time spent in meetings is
generally not time being spent on your strategic objectives.

Action Item: Review your calendar and identify any meetings that are no longer
necessary or could be replaced with a brief email or phone call. What meetings
could be attended by one of your team members who could then take notes for
you or provide input on your behalf? The goal is to minimize the amount of time
spent in meetings and maximize your productivity.

Day 30: Reflect on Progress & Review Next Steps

Wow - you've made it to Day 30! As you've progressed through the challenge and
completed the action items, you've worked hard and accomplished a great deal
toward your time mastery skills. It's time to reflect on the changes you've made
and review the next steps awaiting you on the next page.

Action Iltem: Take some time to reflect on the progress you have made over the
past 30 days. Consider what worked well and what you would like to improve
upon. Use this reflection to set new goals and continue improving your mastery
over your time and energy. Then review the next steps on the following page to
help further expand on your commitment to continuous improvement.
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Congratulations on completing the 30-Day Time Mastery Challenge! You've taken
a significant step towards becoming a more productive and fulfilled business
owner.

Here are some recommended next steps to help you maintain your newfound
time mastery habits:

1.Regularly reassess and adjust your habits: Take stock of your time habits and
make any necessary adjustments. As your business and priorities change, so
should your approach to time management.

2.Repeat the time log exercise: Record how you spend your time each day. This
will help you identify areas where you can make improvements and ensure
that you are staying on track.

3.Set up reminders and accountability systems: Continue using reminders,
calendars, or to-do lists to help you stay focused and accountable. You could
also consider finding an accountability partner or joining a support group to
keep you motivated.

4.Incorporate self-care into your routine: Taking care of yourself is just as
important as taking care of your business. In fact, it is how you take care of
your business. Make time for activities that bring you joy and relaxation, such
as exercise, hobbies, or spending time making wonderful memories with loved
ones.

5.Keep learning: Read books, attend workshops, or take online courses to
continue developing your time mastery skills. The more you learn, the better
equipped you will be to tackle the challenges of running a business.

Remember, time mastery is a journey, not a destination. By taking small,
consistent steps and staying focused on your goals, you can achieve the work-
life balance and always have time for the things and people that are most
important to you.
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N
Appendices

In this chapter, Il provide a few helpful appendices to further support your Time
Mastery journey.

Recommended Tools and Resources

Here is a list of recommended tools and resources that can help you in your
quest for Time Mastery:

.Calendars and Reminders: Google, Outlook, Apple, Todoist, etc.
2.Time Management Apps: RescueTime, Focus@Will, etc.
3.Productivity Tools: Notion, Evernote, Trello, Asanaq, etc.

4.Focus and Concentration Tools: Forest, Cold Turkey, etc.

5.Mindfulness and Relaxation Apps: Headspace, Calm, etc.

Additional Reading

For those interested in further exploring the topics of time mastery, productivity,
and work-life balance, here's a list of recommended books:

1. The Burnout Fix. A 30-Day Guide to Prioritizing Self-Care and Achieving
Balance by J.J. Virgin

2.Mindful Time Management. How to Balance Purpose, Presence, and
Productivity by Kate James

3."The Joy of Missing Out. How to Find Peace in a World Full of Noise by
Christina Crook

4.Getting Things Done by David Allen

5.The Power of Habit by Charles Duhigg

6.The 4-Hour Work Week by Tim Ferriss

7.Mindfulness: An Eight-Week Plan for Finding Peace in a Frantic World by Mark

Williams and Danny Penman
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Daily Time Log Columns Defined

s
DATE: each day >w/mﬁgxﬂw

TIME DURATION ACTIVITY CATEGORY V\!roYll?:Ié

VN / {

an the task Jjust be consistent) “}ff one of
The Only 2 Work Types (for Work Types column)
Strategic
Strategic work is the work of leading your vision.
It looks like:
e leading your vision
» defining objectives
e delegating & clarifying
e inspiring and motivating
e evaluating and approving
e planning and organizing
e tracking and monitoring results
Tactical
Tactical work is the work of fulfilling the needs of the
business. It looks like:
e creating results
o fulfilling objectives
. managing}improving systems
e working with customers
e fulfilling orders
e creating reports
e administrative work
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DAILY TIME LOG

DATE:
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Review and Analyze the Results of Time Tracking

By now you should have one week or more of time logs to review and analyze.
Let's start by analyzing your daily routines. Take a moment to go through each
log and take note of the following:

1.Observe the number of tasks completed each day and the average duration
of each activity.

2.Identify the frequency of activities lasting less than 15 minutes.

3.Determine the number of uninterrupted activities lasting more than an hour.

4.Recognize any patterns during specific times of the day or days of the week
(ex. lunchtime, or mornings, or Mondays).

5.Evaluate the balance of your time spent on Strategic versus Tactical work.

6.Compare your first and last Daily Time Logs to notice differences and track
progress.

As you go through this process, you'll gain a better understanding of your daily
routines and how you utilize your time. This newfound knowledge can lead to
surprising revelations, such as realizing the amount of time spent on random
phone calls or activities that could have been delegated. This exercise may also
highlight the fragmented nature of your day, and the need for more focused,
uninterrupted periods of time to effectively engage in leading your vision.

In addition to gaining a better understanding of your daily routines, this process
will also strengthen your inner Manager. The act of logging your activities will
make you more mindful of your time and improve your time mastery skills.

Your inner Manager will become responsible for monitoring your progress and
making conscious choices to prioritize your day's goals. This will result in a more
effective and efficient use of your time.

Take what you've learned here and write goals for the changes you need to
make. Use this information and your resulting goals to become the master (or
mistress ;)) of your time.
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Time Mastery Strengths and Weaknesses Worksheet

Give some thought to your time mastery strengths as well as areas that
could use improvement. Consider times when feel in control of your time
and times when you don't. List your thoughts below.

My Strengths Needs Improvement
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Time Traps Checklist - Dos and Don'ts

0}

02

03

04

05

Multi-tasking

3¢ Switching between tasks can lead to decreased focus, reduced
quality of work, and increased stress levels.

< Focus on completing one task at a time, and avoid distractions
like email, social media, and phone notifications.

Perfectionism

3¢ The need for perfection can lead to procrastination, decreased
productivity, and wasted time.

< Set achievable goals, prioritize your tasks, and focus on progress
rather than perfection.

Email Overload

3 Constantly checking email can lead to decreased focus and
increased stress levels.

< Schedule specific times to check email and use tools like
Unroll.me to manage your inbox.

Meetings Overload
% Attending too many meetings can lead to decreased productivity
and a cluttered schedule.

< Prioritize necessary meetings, and decline those that are not
essential. Use tools like Calendly to schedule meetings efficiently.

Distractions

% Distractions like social mediq, the internet, and phone
notifications can lead to decreased focus and increased stress
levels.

< Implement focused work sessions, turn off distractions like
notifications, and take breaks to recharge.
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06

07

08

09

10

Interruptions

Interruptions can be anything from incoming phone calls to
people stopping by your office to small fires that come up during
the day that pull you away from your work.

< Give team members the authority to handle things as they come
up and implement a "closed door/open calendar” policy so others
can schedule time with you instead of interrupting your work.

Lack of Boundaries
%¢ Failing to set boundaries can lead to overwork and burnout.

Establish clear boundaries between work and personal time, and
stick to them as much as possible.

Not Delegating Enough

s Not delegating tasks can lead to an over-extended workload and
decreased productivity.

< Delegate tasks to others when possible, and trust in the abilities of
your team or provide more instruction/training when necessary.

Insufficient Planning

% Failing to plan your day or week can lead to cluttered schedules
and decreased productivity.

< Plan your day and week in advance, and prioritize tasks based on
their level of importance.

Underestimating Time

% Underestimating the time it takes to complete a task often leads
to overcommitting and feeling overwhelmed.

< Break down tasks into smaller, more manageable chunks. This
allows you to get a better sense of the time required.

Remember, Time Mastery is not about perfection, but about progress. So be
mindful of these common time traps, and take steps to avoid them to help
you be more productive and fulfilled in your personal and professional life.
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30 Time Trap Remedy Reminders

1) Break down large projects; take
“one bite at a time.”

2) Prioritize and stay focused.

3) Hold five-minute daily priority
meetings.

4) Don't overbook yourself.

5) Delegate as much as you can.

6) Set up a fixed daily routine for
yourself.

7) Share time-saving ideas with others.

8) Avoid getting bogged down in
“quicksand” issues.

9) Set and meet deadlines for yourself
and your employees.

10) Divide large projects into tasks
distributed to others.

11) Don't fragment your time. Finish what
you start.

12. Use natural interruptions of your
work for breaktimes.

13) Institute a daily quiet time for
yourself.

14) Set “Do Not Disturb” times for
uninterrupted work.
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15) Use “gatekeepers” to screen out Time
Traps.

16) Consolidate telephone time.
17) Plan phone calls.

18) Set a “closed-door, open-calendar”
policy.

19) Don't postpone unpleasant tasks.

20) Use “idle” time productively (reading,
listening to tapes).

21) Eat lunch, but eat a light meal, and no
alcohol.

22) Don‘t work at home.
23) Don't be a perfectionist.

24) Use your “focus time” for important
tasks.

25) Capture your great ideas and save
them.

26) Think, then act.
27) Say “No.”

28) Teach Time Management to your
employees.

29) Audit your Time Management.

30) Focus on results, not work.
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Setting Priorities & Goals
30-Day Goals

Goal #1

Goal #2

Goal #3

Goal #4
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Time Waster Worksheet Date
chasse ane solubion per activity/description
Activity Time Delegate/  Streamline/ SetBetter  Needs Better Group with
Description Spent Outsource Automate Boundaries Communication Similar Tasks Eliminate
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Effective Delegating Dos and Don'ts

Delegating Dos:
~/ Clearly define and communicate the task or project to be delegated.

J Choose the right person for the task based on their skills and interests.

~/ Provide adequate training, resources, and support for the delegate to
succeed.

~/ Set expectations for quality, timeline, and communication.
J Provide feedback and recognition for a job well done.

J Make delegating a regular part of your routine, gradually increasing the
scope of tasks delegated over time.
Delegating Don'ts:

x Don't delegate leadership or confidential tasks without careful
consideration.

x Don't delegate tasks that only you can do or that require your unique
expertise.

x Don't delegate tasks without setting clear goals and expectations.

x Don't delegate tasks without providing adequate resources and support.
x Don't micromanage or second-guess the delegate’s work.

x Don't delegate tasks that are too complex or beyond the delegate’s

capacity.

By following these delegation dos and don'ts, you can become more
comfortable with delegating and free up more of your time to focus on
leadership tasks. This will help you become a more effective leader, as well

as improve your work-life balance.
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Answers to Frequently Asked Questions

Here are the answers to some questions a lot of people have asked about Time
Mastery:

Q. What is Time Mastery?

A. Time Mastery is a holistic approach to managing your time and energy, with
a focus on achieving balance, fulfillment, and success in your personal and
professional life.

Q. How is Time Mastery different from Time Management?

A. Time Management is focused on maximizing efficiency and productivity,
while Time Mastery takes a more holistic approach, considering factors such as
balance, focus, and well-being.

Q. How can I make the most of my time?

A. You can make the most of your time by understanding your time habits,
simplifying your schedule, maximizing productivity, balancing work and life, and
staying motivated and on track - exactly what is covered in this guide.

Q. What are the benefits of Time Mastery?

A. The benefits of Time Mastery include increased productivity, reduced stress
and overwhelm, improved work-life balance, and greater fulfillment and
success in your personal and professional life.

Q. How long does it take to see results from practicing Time Mastery?

A. The amount of time it takes to see results from practicing Time Mastery varies
from person to person, but most people start to see positive changes within just
a week or two.

Q. What if I'm still overwhelmed or need more help mastering my time?

A. Since you're already a time mastery student, you can sign up for a private
one-on-one Breakthrough Session at a 50% discount. During this session you'll
have the opportunity to discuss your specific frustrations with a certified
business growth coach and receive an action plan for overcoming them. Find
out more at: https://seriouslysystemized.com/time-mastery-breakthrough/

| hope these additional resources have been helpful to your Time Mastery
journey. Remember, Time Mastery is not about perfection, but about making
progress. So be patient with yourself, celebrate your progress along the way,
and keep learning and growing!

35 | Take Back Your Time © 2023 Vania Clark Butler | SeriouslySystemized.com


https://seriouslysystemized.com/time-mastery-breakthrough/

