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This article is Part 4 of a 4-part series of articles.  This article continues assuming you have read and are 

aware of the information in Part 1, 2, and 3, but I will give a quick summary in case you are not reading 

these close together in time. 

Part 1 addresses what efficient and effective time management is, and begins breaking you into the 

process of implementing easy steps to manage your time better.  It needs to be stressed again, these are 

not meant to be tackled all at once.  If you do that, you are pretty much guaranteeing your failure.  They 

are meant to be practiced in stages taking active steps toward the goal of better time management.  It is 

said it takes 21 days to make a habit, so chose one or a couple that you can implement consistently long 

term, and when they are perfectly integrated into your process, pick another one or couple more to 

work on.  Part 1 focused on making sure you are ready to be productive on a mental, physical, and 

emotional level.   

Part 2 is began making sure you are productive as possible considering all factors at hand.  It gave you 

some tips to avoid quite possibly the number one factor affecting productivity and time management – 

procrastination.   

Part 3 continues where Part 2 left off and talks about other time sinks and tips to improve the 

productiveness of the time you are able to use.  It discusses habits and organization as well as the time 

sucking black hole of social media.  You may work on Part 3 intertwined with any other parts, but you 

may find it harder to successfully produce the results you are seeking if you aren’t complete with Part 1, 

Part 2 and Part 3.   

Part 4 is going to wrap up the series with a method of moving forward and continuously improving your 

time management skills.  It’s going to address your goal setting and time scheduling.  Time Management 

is a very personal thing, and it is nearly impossible for someone on the outside to tell you how to do it – 

exactly – but put these practices into your normal routine, and you will see results. 

Set goals and work to achieve them: 

 Know your Goals 

o Keep a to do list 

 Don’t think of the totality of the to do list 

o Set goals SMARTly 

o Prioritize Wisely 

 Quadrant system 

o Know what is important 

 Schedule what is important 

 Break down tasks 

 Organize time 

 Set time limits to complete a task 



 Leave a buffer time between tasks 

o Don’t let unimportant details drag you down 

Knowing what your real goals are and need to be is crucial to properly managing your time.  Examine 

both short and long term goals.  Everything else is a “potential” time-waster.   

When analyzing your time expenditures it is really much easier to keep on target and moving forward if 

you maintain some form of to do list.  This gives you several benefits.  First, it gives you a dumping 

ground to put things that need to be considered or that pop up while you are working to get them out of 

your head so you can focus on what it important.  Second, it allows you to see visually how busy a day, 

week, or month you are facing.  Third, it is a highly useful tool in prioritizing tasks (discussed further in a 

moment.) 

A few other benefits are: 

 Focuses your mind on important objectives 

 Less likely for forget to do tasks 

 Helps order your thoughts 

 Saves time that can be wasted “trying to remember” something important 

 Rewarded for checking off achievements 

 Feel more control 

 Have a record of what’s been completed 

 No wasted idle time because there is always something ready to work on 

Don’t let the length or complexity of your to do list to weigh you down.  You are going to prioritize them 

and get things done in a smooth fashion with a little more effort and I will go over that process shortly.  

Instead, just allow yourself to know you will soon be checking those off and feeling the exhilaration of 

completing a huge number of tasks in your new super productive mode. 

Setting goals is a little bit of an art form if you want to make them something you can actually use.  

There is no one way to set goals, but there are 5 key ingredients that make some goals more effective 

than others. 

 Specific 

o Write your goals down.  They can’t be left abstract.  You must be precise.  Don’t say “I 

want to save more money”, write down “I want to save $100,000.00 per year.” 

 Meaningful 

o Assess (and constantly reassess) why you want to attain this goal.  Without an important 

enough reason, there is going to be no answer.  You know the Nicorette commercial 

that says “every great why needs a great how”?  Well, in order to get to the great how, 

you need a great why.  This is about why it is personal to you.  No one can change this, 

but it has to be deeply significant.  So, instead of writing down “I want to save 

$100,000.00 per year” write down something like “I want to save $100,000.00 per year 

so I can pay off all my bills and still have enough money to support my family, parents, 

and never feel like I can’t afford what I want”, but make it about what’s important to 

you. 

 Achievable 



o Make sure your goals are actually achievable in the time frame you are giving yourself.  

Don’t write “I want to save $100,000.00 per year so I can pay off all my bills and still 

have enough money to support my family, parents, and never feel like I can’t afford 

what I want” in December when you aren’t even making $10,000.00 per year.  Instead 

set an achievable window for that goal like “In 5 years I want to save $100,000.00 per 

year so I can pay off all my bills and still have enough money to support my family, 

parents, and never feel like I can’t afford what I want”. 

 Setting these type of achievable windows allows you to see and plan to break 

them down to smaller goals that you can gain momentum from with smaller 

wins and keep your eye on the prize for the big accomplishment. 

 Relevant 

o Making sure your goals are harmonious with your belief system and your personal 

values will help make them even more achievable.  You also won’t find yourself giving 

up on it because it was just too hard to change who you are while working for a hard 

goal.  The first hiccup you come across will give you too easy an out, and you will walk 

away without seeing it through to the end.  Therefore, instead of writing down “In 5 

years I want to make $100,000.00 per year so I can pay off all my bills and still have 

enough money to support my family, parents, and never feel like I can’t afford what I 

want” write down “In 5 years I want to save $100,000.00 per year so I can pay off all my 

bills and still have enough money to support my family, parents, and never feel like I 

can’t afford what I want” if you don’t believe in financial planning, saving money, etc.  If 

you at your core are a type of person that money burns a hole in your pocket before it 

hits the bottom of it, you can’t possibly hit such a large goal.  Set yourself a smaller goal 

that is more attainable and fits with your lifestyle such as “I want to save all the change I 

get back from purchases so I can buy art supplies without spending my daily living 

expenses money.” 

 Time-based 

o Time limits to attain goals are a critical factor.  Without time constraints goals are just 

wishes.  You have to have a time window so you can formulate an action plan to get to 

the goal.  Therefore instead of writing “I want to save all the change I get back from 

purchases so I can buy art supplies without spending my daily living expenses money” 

write down “I want to save all the change I get back from purchases at the end of the 

day so I can buy art supplies each month without spending my daily living expenses 

money.” 

Prioritize your tasks according to your goals wisely.  Look at your entire day and all the activities that are 

going to make your day what it is and prioritize them,  A great system to follow is a quadrant system 

developed by Stephen Covey.  File each of your tasks into one of 4 categories: 

 Important and urgent 

o Must be done right away 

 Important but not urgent 

o Tasks that are not under a crunching deadline but are important to the overall picture of 

your tasks or goals 

 Urgent but not important 



o Tasks that are screaming at you, but aren’t critical that you do them. 

 Not Urgent, not important 

o Lowest priority, busy work, nothing of substantive value 

Once you have categorized the full list of tasks for the day, now it is time to get started working on them 

in the order of: 

 Important and Urgent 

 Important but not urgent 

 Not urgent, not important 

If possible, delegate the Urgent but not important tasks.  They are a time sink and not useful in your 

bigger picture.  Avoid losing time and energy into these, but get rid of them so they will stop staring you 

in the face and building distractions and dragging you down. 

Going back to the Mark Twain quote I mentioned in part 3 “If it is your job to eat a frog, best to do it first 

thing in the morning.  If it is your job to eat two frogs, best to eat the biggest one first.”  What this 

means is make sure that you are tackling your biggest tasks before the rest of the tasks and get the most 

important tasks done early before other things get in the way.  Accomplishing the most important tasks 

of the day will give you a huge boost of momentum and help you fill your sails for a much easier day. 

Breaking down tasks allows you to work on smaller more digestible segments so you can progress 

quicker and also links into another concept in Part 2 of Batching like tasks together.  Write down the 

steps and be as specific as possible when doing this so you can schedule your time and prioritize 

effectively.  Try to complete a task fully before moving to the next.  And don’t forget to reward yourself 

for reaching accomplishments.  If you don’t you won’t maintain your drive for long.   

Organize your time 

An important step in maximizing the efficiency and effectiveness of your time management is to identify 

the areas where you are wasting your time.  One important way is to keep a careful log of everything 

you do for a week in meticulous detail and then after 7 days examine how you use or abuse your 24 

hour allotment you have been given.  Ask yourself a few questions: 

 Are there any times that I can be more productive? 

 What time of day am I most productive? 

When you are organizing your time, make sure you are setting times for task completion so you can 

keep progressing forward.  Don’t leave it open ended so you know you have enough time to finish 

everything (or if you are only progressing not completing that you don’t get sidetracked and forget to 

work on other tasks.)  Allow yourself a buffer between tasks so you can relax, let your mind rest a 

moment and set up for the next batch/individual task. 

Stay focused on the important details and keep the work moving forward.  Don’t get bogged down and 

slowed by the unimportant details.  Deal with what is necessary to stay focused and moving forward.  If 

you find that an unimportant detail to the bigger picture is slowing you down, take 10-15 seconds, make 

a decision or address it, and move on.  Don’t stall out your progress and time management because of a 

miniscule decision.  Remember that these details (if they are realistically unimportant, can be changed 

without too much issue if the decision ends up somehow needing to be adjusted.  For example, if you 



have a large project to get out, don’t get hung up on the font etc, choose something, and start writing, 

or whatever is needed to work and get it done.  The relief that the project is done is far worth the 

possible anxiety that the unimportant details are wrong. 

If you like what you read here and would like to see more, you can find a full list of our articles and 
reports to date on our website.  You can also signup for the mailing list, subscribe to our blog, (both via 
our website), subscribe to our YouTube channel (still up and coming at the time of this article being 
written, but available to subscribe to while we prepare to produce fantastic content for you), or even 
become a customer.   
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