
Time Management 

Strategies Checklist

Have a “Waiting For" List   |  alifeofproductivity.com 
Use this list to take note of everything you have been waiting on - emails, calls, 
documents etc. You will always be on top of things and people to follow up with. 

Schedule everything (Time-Blocking)   |  productivityist.com 
Scheduling every event and task ensures more effective use of your time. You tend to 
be more aware of how much time you take for something and how much time you 
might be wasting.

Be flexible with your schedule  |  www.pickthebrain.com 
This runs counter to the tip above. Time blocking is great, but don't beat yourself up
when you end up spending more time than the allotted timeslot. Instead, try to
reschedule other items on your list. Also, have sufficient buffer times in between tasks,
and don't pack things too close together.  

Want to get more done? Take frequent breaks   |  alifeofproductivity.com 
It sounds counter-intuitive, but breaks have several advantages: giving your mind a
much-needed rest; a chance to reflect on your work, and, giving you new ideas and
perspectives. The mind has a fantastic way of working on something in the
background whilst we go about life. 

Simplify your life   |  www.thetimedoctor.co.uk 
Do you spend time listening to podcasts, reading magazines and blogs?  How about 
the endless number of subscriptions that land in your inbox? Are they all worth your 
time? Go through all your subscriptions/playlists etc and prune them. Keep the ones 
that you are most engaged with.  

Batch your tasks together  |  www.thetimedoctor.co.uk 
Set aside a specific amount of time to attend to a similar batch of tasks. EG: 30 mins 
for emails, another 30 for administrative tasks etc. Batching means you don't have to 
constantly switch tasks, and the feeling of "flow" - when you are 'in the zone' and time 
slips away - is much easier to attain.  
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Have you 
implemented them?



Rule of 3   |  alifeofproductivity.com    
There's something about the number 3 that makes such a strong impression on us and 
enables memory. Categorizing your to-do list or goals into threes can help keep you 
laser-focused and ensure you make effective use of your time.  

Write your goals the night before  |  www.briantracy.com 
Set aside time the previous night, after your day has officially ended, to write down 
your goals/to dos for the following day. You will be mentally prepared when the day 
begins and it also saves you decision-making time the next morning. 

Make use of free time throughout the day  |  www.thetimedoctor.co.uk 
Consider the bits of free time you have scattered throughout the day. The 20 minute 
subway ride to work, arriving 15 mins early for a meeting. 20 minutes here, 15 minutes 
there - cobbled together makes up quite a lot of time. You could spend that time 
reading a few pages of a book or replying emails, for instance.  

Do you spend more time planning vs doing?   |  timemanagementninja.com 
Are you using multiple time management apps or have systems and techniques that are 
too complex and unsustainable? Time Management tools should make your life easier, 
not more complex. Ditch any system or tool that takes up too much effort/time for 
simpler ones. 

Make gradual changes to your sleep patterns   |  www.pickthebrain.com 
Science has shown great benefits to waking up early. Early risers are less stressed, 
more proactive and have more time to work on their stuff. Is your alarm going off at 
7am but you'd like to wake up at 6am instead? You have 2 choices - either you start 
waking up at 6am from tomorrow on OR you make gradual changes. EG: Start waking 
up 5 minutes earlier each week until you hit your ideal wake up time. 

Optimize your sleep  |  www.asianefficiency.com 
Studies have shown that most of us can't function on anything less than 4 hours of 
sleep. Sleep helps restore our body and mind. In order to sleep well, turn off all 
screens (phones/TV) well before bedtime. Eliminate any form of lighting - keep your 
room cool and dark. Wear a sleeping mask or try meditating before you sleep. 
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