
10 Time Management Tips 
1. Carry a planner and record all your thoughts and activities for a week. This will help 

you understand how much you can get done during the course of a day and where 
your time is going on a day to day basis. At the end of the week you will see what 
amount of time is spent being productive and what amount is unproductive. 
 

2. Any activity or conversation that's important to your success should have a time 
assigned to it. To-do lists get longer and longer to the point where they become 
unworkable. Schedule appointments with yourself and create time periods for high-
priority thoughts, conversations, and actions. Schedule when they will BEGIN and 
END. Have the discipline to keep these appointments! 
 

3. Use ALL of your time! No time should go wasted. Time that is usually wasted can be 
used to tackle small or big task to free up time later for things you want to do. 10 min 
in-between classes can be used to make phone calls, review notes, or get started on an 
assignment. This is especially crucial for student athletes and those with jobs who are 
already short on time. 
 

4. Schedule time for interruptions. Plan time to be pulled away from what you're doing. 
Somebody is going to call or come knocking on your door. It’s a given. Address 
whatever interruption right away and get back to your schedule! 
 

5. Take the first 30 minutes of every day or the last 30 min of every night to plan your 
day. Don't start your day until you complete your time plan. Remember the most 
important time of your day can often be the time you schedule to schedule time. 
 

6. Each project or activity needs an action plan! Take a few minutes before each task to 
plan out how you will approach it, what you wish to achieve, and when the task is set 
and done. This will help you know what success looks like before you start. And it 
will also slow time down.  
 

7. Put up a "Do not disturb" sign when you absolutely have to get work done. This is a 
time when saying “no” is important. 
 

8. Practice not answering the phone just because it's ringing and e-mails just because 
they show up. Disconnect instant messaging. Don't instantly give people your 
attention unless it's absolutely crucial in your business to offer an immediate human 
response. Instead, schedule a break time to answer email and return phone calls. 
There is a time for everything. 
 

9. Take time for a break. Anybody can become overwhelmed or lose focus. Set 45 min 
of focused effort followed by 15 min of free time to distract yourself. This is a time 
where ideas come to life and you reenergize yourself for the task at hand. 
	

10. Remember that it's not always easy to get everything done! Remember that odds are 
good that 20% of your thoughts, conversations and activities produce 80% of results! 



 
	


