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This article is Part 2 of a 4-part series of articles.  This article continues assuming you have read and are 

aware of the information in Part 1, 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 going to begin making sure you are productive as possible considering all factors at hand.  

You may work on Part 2 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.  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.  Part Two focuses on one 

overarching target – avoiding procrastination. 

Avoid Procrastination with some very powerful tools: 

 Plan Ahead 

 Eliminate Distractions 

 Delegate more often 

 Watch what you spend 

 Do less 

 Utilize weekends 

 Lock yourself in 

 Batch related tasks together 

 Persevere 

 Just Say No 

Procrastination comes out of the fear of doing things you don’t want to do, but the fear is more often 

than not much worse than the negative results of doing something and making a mistake or getting it 

wrong.  Make decisions quickly when possible (if you don’t need more information to make an actual 

decision) and stick by it.  Being wishy-washy is just as bad as procrastination.  Just as the law of physics 

says “a body in motion tends to stay in motion”, so action begets more action. 

 



Never leave that till tomorrow which you can do today 

      -Benjamin Franklin 

If procrastination is getting the better of you, then use these methods to combat it and send it packing. 

 Set a Timer 

o Set a timer on your watch, smartphone, or somewhere (google has a timer you can use 

in the browser) for 15 minutes.  For 15 minutes do the task that you have been putting 

off.  Usually the hardest part is just getting started, but when you allow yourself to 

know that you only have to commit to 15 minutes, you will likely find when the 15 

minutes is up you are prepared to keep going.  Now we are back to that law of physics I 

mentioned above. 

 Plan your next day 

o Planning the day the night before so you can know exactly when you need to wake up, 

therefore when you need to go to bed.  Plan your food so you can make sure you are 

prepared for the type of work ahead.  Fish is great brain food for needed powerful 

focus and attention.  Carbs are very filling and help you push through to a late lunch.   

 Center yourself for focus 

o It isn’t just about knowing you have to get out 2 reports and 3 presentations by 10 am.  

First thing when you get in to work or start on your tasks, take a moment to center 

yourself and prepare mentally for the driven focus marathon ahead of you. 

 Close the door for quiet and privacy 

o Whenever possible, really boost your productivity by shutting the door (if you have 

one) and turning off your phone.  Instead of being “always on” schedule in your times 

that you are catching up on emails, returning calls, talking to staff members, etc.  There 

was a time (much more productive time I might add) where people didn’t have cell 

phones and internet and they managed to do as much or more work in a shorter 

amount of time.  It is plain to see these devices and services are also giant sinkholes 

sucking our time away from us and we can never get that back.  Have people leave you 

a message and you can address it accordingly a couple to 3 times a day. 

 Use your team 

o If you have a capable team, use them.  Delegate tasks to them.  If you have done your 

job right up front you should have a very viable and functional team which will 

exponentially increase your productivity if you use them as the very important tool that 

they are.  If you don’t have a team, consider hiring a Virtual Assistant.  They will do the 

same thing for you, and you don’t have the overhead, paperwork, and requirements of 

having an actual employee. 

 Be aware of time sinks 

o When referring to “watch what you spend” I’m not talking financial spending (though 

that is very important as well), but rather time payments into tasks that are usurping far 

too much and returning far too little.  Reduce the outlay as much as possible by putting 

into practice as many (if not all) of these suggestions so you can maximize your time on 

what truly matters. 

 Do Less 



o Doing less sounds on the surface counter-intuitive to productivity, but really that is 

about doing what is really valuable.  It is estimated in many industries (sales, etc.) that 

80% of the “production” comes from 20% of the work (or contacts, etc.)  What you 

need to do is find that 20% and focus on it to vastly increase your productivity and thus 

your time management skills. 

 Utilize Weekends 

o We all love our weekends.  They are our “me” time, our family time, our hobby time, 

etc.  However putting just 2-4 hours per day into your productivity, can give you an 

extra day alone.  Added bonus, you don’t have your coworkers vying for your constant 

attention and interrupting you.  Your family on the other hand is another matter, which 

brings me to the next point of … 

 Lock yourself in 

o Growing up, I remember my mom (who ran her own graphic art studio out of our 

home) sometimes having to hide away to get a big project done.  In fact, there is an 

inside family joke about how during one particular project at the end of the year 1999 

(that is an important fact of note) was so huge even my father got involved and helped 

her out.  My younger sister and I would pretty much be left to our own devices in the 

other end of the house (we were well old enough to handle this – I was in college and 

she was in high school), but we would occasionally see them emerge from the “cave” of 

my mom’s studio (in the converted garage) to eat a meal, or go to some function like 

music rehearsal, etc.  Whenever that part of our “interaction” was over, and they would 

go back into the studio again the line was “See you in the next millennium.”  You need 

to be willing and your family needs to be willing to let you lock yourself away, get the 

work done, and then emerge when the task is complete.  It will allow you to be a better 

member of the family, and will allow them to enjoy you more if you are not overloaded 

with a million tasks weighing you down.  Just a little focused effort can go a really long 

way. 

 Batching the related tasks  

o Managing the same tasks together as a group when doing the work that needs to get 

done will help you immensely as well.  Once you are in a focused frame of mind, getting 

through a set task is much easier.  As an example, I am writing articles for 2 blogs (my 

Interlocked Solutions blog and my Moore Art By Lucy blog), I am generating YouTube 

content, and creating artwork as well as doing tasks for clients.  It looks like I am all over 

the place, however I have developed a great system for myself that works really well.  

One of the things I do is work on tasks in batches.  Take writing the blog(s) for example.  

I do brainstorming for new content on one day, researching content over the next 2 

days, writing the researched content into articles over the next 2 days, 

creating/finding/editing the images to go with the content over the next 3 days, and 

editing the content over the next 2 days.  Therefore over a range of 10 days I get 10 

articles written per blog minimum.  That is 20 articles written minimum in total.  And as 

you see, these articles are not super short or one or two paragraphs.  There is a lot of 

information that goes into them.  A lot of work and a lot of research.  On top of this I 

manage 1 website, am creating (at the time of writing this article) a second website, 

and am creating artwork for sale to the public as well.  I design clothing, home décor, 



and t-shirts etc.  Everything, and I want to make it clear – everything is done in batches.  

I have too many subjects that range to wildly to be able to bounce around, so I just 

bundle everything up and put it into nice little compartmentalized segments and that 

way my mind is set for the tasks at hand.  The only thing that interrupts it is when a 

client calls. 

 Be Prepared to say “no” 

o You are the ultimate controller of your time and where it goes.  If you have too many 

tasks to be able to finish them and you can’t delegate anything else out, you need to be 

prepared to say “no” to something that comes in requesting your attention.  Also, be 

prepared to release tasks that are not going anywhere or are later discovered to be 

time wasters.  Be willing and open to declining so you can focus on more important and 

even critical tasks. 

Things are not going to go glass smooth always.  That is a fact of life.  There is going to be rough 

moments as you work toward your goals.  Learning to keep a positive mental attitude and staying 

focused on the bigger picture is crucial in these moments.  If you aren’t making mistakes you aren’t 

trying, and mistakes are what teach us more often than not.  If everything was smooth sailing it might be 

easily repeatable, but there would be no value in the end result.  Just as much personal satisfaction 

should and will come from pursuing goals as from achieving them, so go ahead, do your best, make 

mistakes, try again, keep trying until you find what works for you.  While you are doing this work on your 

own strategies to meet pressure and hardship head-on and push on through.  These are personal and 

can range from exercise, relaxed time with friends, meditation, a hobby, anything that is appropriate in 

the setting you are in. 

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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