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C O P Y R I G H T ,  Y E A H

T H A N K S  F O R  D O W N L O A D I N G  T H I S  G U I D E !
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A l l  r i g h t s  r e s e r v e d .

 
Y o u  a r e  w e l c o m e  t o  p r i n t  a  c o p y  o f  t h i s  d o c u m e n t  f o r  y o u r  p e r s o n a l
u s e .  O t h e r  t h a n  t h a t ,  n o  p a r t  o f  t h i s  p u b l i c a t i o n  m a y  b e  r e p r o d u c e d ,

s t o r e d ,  o r  t r a n s m i t t e d  i n  a n y  f o r m  o r  b y  a n y  m e a n s ,  e l e c t r o n i c ,
m e c h a n i c a l ,  p h o t o c o p y i n g ,  r e c o r d i n g ,  s c a n n i n g ,  o r  o t h e r w i s e ,  e x c e p t

a s  p e r m i t t e d  u n d e r  S e c t i o n  1 0 7  o r  1 0 8  o f  t h e  1 9 7 6  U n i t e d  S t a t e s
C o p y r i g h t  A c t ,  w i t h o u t  t h e  p r i o r  w r i t t e n  p e r m i s s i o n  o f  t h e  a u t h o r .

R e q u e s t s  t o  t h e  a u t h o r  a n d  p u b l i s h e r  f o r  p e r m i s s i o n  s h o u l d  b e
a d d r e s s e d  t o  t h e  f o l l o w i n g  e m a i l :  s a r a @ a b s t r a c t e d c o l l e c t i v e . c o m .

 
L i m i t a t i o n  o f  l i a b i l i t y / d i s c l a i m e r  o f  w a r r a n t y :  W h i l e  t h e  p u b l i s h e r  a n d

a u t h o r  h a v e  u s e d  t h e i r  b e s t  e f f o r t s  i n  p r e p a r i n g  t h i s  g u i d e  a n d
w o r k b o o k ,  t h e y  m a k e  n o  r e p r e s e n t a t i o n s  o r  w a r r a n t i e s  w i t h  r e s p e c t  t o

t h e  a c c u r a c y  o r  c o m p l e t e n e s s  o f  t h e  c o n t e n t s  o f  t h i s  d o c u m e n t  a n d
s p e c i f i c a l l y  d i s c l a i m  a n y  i m p l i e d  w a r r a n t i e s  o f  m e r c h a n t a b i l i t y  o r

f i t n e s s  f o r  p a r t i c u l a r  p u r p o s e .  N o  w a r r a n t y  m a y  b e  c r e a t e d  o r
e x t e n d e d  b y  s a l e s  r e p r e s e n t a t i v e s ,  p r o m o t e r s ,  o r  w r i t t e n  s a l e s

m a t e r i a l s .
 

T h e  a d v i c e  a n d  s t r a t e g i e s  c o n t a i n e d  h e r e i n  m a y  n o t  b e  s u i t a b l e  f o r
y o u r  s i t u a t i o n .  Y o u  s h o u l d  c o n s u l t  w i t h  a  p r o f e s s i o n a l  w h e r e

a p p r o p r i a t e .  N e i t h e r  t h e  p u b l i s h e r  n o r  a u t h o r  s h a l l  b e  l i a b l e  f o r  a n y
l o s s  o f  p r o f i t  o r  a n y  o t h e r  c o m m e r c i a l  d a m a g e s ,  i n c l u d i n g  b u t  n o t

l i m i t e d  t o  s p e c i a l ,  i n c i d e n t a l ,  c o n s e q u e n t i a l ,  o r  o t h e r  d a m a g e s .  
 

D u e  t o  t h e  d y n a m i c  n a t u r e  o f  t h e  I n t e r n e t ,  c e r t a i n  l i n k s  a n d  w e b s i t e
i n f o r m a t i o n  c o n t a i n e d  i n  t h i s  p u b l i c a t i o n  m a y  h a v e  c h a n g e d .  T h e

a u t h o r  a n d  p u b l i s h e r  m a k e  n o  r e p r e s e n t a t i o n s  t o  t h e  c u r r e n t  a c c u r a c y
o f  t h e  w e b  i n f o r m a t i o n  s h a r e d .



H e l l o  y o u !  : )
 

I  a m  s o  g l a d  y o u  m a d e  t h e  d e c i s i o n  t o  s i g n  u p  a n d  t h a t
y o u ’ v e  t a k e n  t h i s  f i r s t  s t e p  i n  s o r t i n g  o u t  y o u r  t i m e

m a n a g e m e n t  a n d  p r o d u c t i v i t y  s t r a t e g i e s !  
 

M a n a g i n g  o u r  t i m e  w e l l  a n d  b e i n g  p r o d u c t i v e  i s  s o m e t h i n g
t h a t  s o  m a n y  o f  u s  s t r u g g l e  w i t h ,  s o  I  a m  s u p e r  e x c i t e d  t o

b e  a b l e  t o  o f f e r  y o u  s o m e  t i p s  a n d  s t r a t e g i e s  t o  e n s u r e
y o u  a r e  g e t t i n g  w h a t e v e r  y o u  n e e d e d  d o n e .   

 
E a c h  p a g e  i s  p a c k e d  w i t h  a c t i o n a b l e  t i p s  o n  t h e  t o p i c  o f

t i m e  m a n a g e m e n t  a n d  p r o d u c t i v i t y .  T h e r e  i s  a l s o  a n
e n t i r e  s e c t i o n  o f  r e f l e c t i o n  q u e s t i o n s  b a s e d  o f f

P s y c h o l o g y  a n d  P s y c h o t h e r a p y  t e c h n i q u e s  t h a t  I  u s e  q u i t e
a  b i t  i n  m y  w o r k  w i t h  c l i e n t s .  T a k e  a  c o u p l e  o f  m i n u t e s
e a c h  d a y  t o  r e f l e c t  o n  t h e  q u e s t i o n s  a n d  g i v e  y o u r s e l f

s o m e  t i m e  t o  i m p l e m e n t  t h e s e  t i p s .
 

A n d  y o u ' l l  b e  w e l l  o n  y o u r  w a y  t o  m a n a g i n g  y o u r  t i m e  l i k e
a  p r o  a n d  b e i n g  s u p e r  p r o d u c t i v e !  

H E L L O ,  A M A Z I N G  O N E !

W E L C O M E  T O  T H E  T I M E  M A N A G E M E N T  &
P R O D U C T I V I T Y  G U I D E !

( C )  A B S T R A C T E D C O L L E C T I V E . C O M
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In this section, I will be introducing a few prompts and

reflection questions that will help guide your thinking and

reflect on your experience with your time management and

productivity journey so far. These questions are modified

from some of the Psychology and Solutions-focused brief

Psychotherapy techniques that I use with my clients in some

sessions. It's designed to gently guide you through your

thought process and is perfect if you do not have prior

experience with journaling and reflections.

REFLECTION
TIME!



A little tip to make this reflection exercises fun - go to a quiet comfy
space for 20 minutes (or more!) grab your favourite beverage, put on
some light music (jazz for me) and just allow yourself to relax into the
process and feel what comes up for you. Close your eyes if you need
to visualise your experiences. 

1) How would you rate your time management and productivity skills on a scale from 1 to 10? Why? 

2) What would help in pushing up your current ratings to a point or two higher? Or to a 10?

3) What has been serving as barriers to your time management and productivity efforts? What can you do
to overcome them?



4) How has your relationship to time been all your life? I.e. do you waste a lot of time, are you punctual
etc. Describe it in detail.

5) Who and what contributed to your current relationship with time? 

7) What (or who) in your life contributed to the definition of productivity in (6) above? What did you
experience that led you to that definition?

6) What does "being productive" mean or look like to you?



8) During the times when you've struggled with managing your time management and productivity, what
kept you from falling apart?

9) There would definitely have been times in your life when you've felt like your time
management/productivity was a 100 and you were on top of the world. Describe/list those experiences. 

11) What does having great time management/productivity skills look like to you? How would life look
like? What would you be doing? Use all your five senses and your imagination to describe it in detail :)

10) What were the common threads/themes in those experiences you described above? Was it the
presence of certain triggers, experiences or people? Write them down!
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For the next 5 days, commit to doing one of these exercises

each day. If you feel that you need more days to process some

of these exercises, you could take a longer time with it! Do it at

a pace that feels good for you. And once you are done with all 5

of them, repeat them! Introduce them into your day to day

living, and see how it starts to shift and transform your life. We

want these exercises to become second-nature and automatic

to us, so constant reminders of them will help immensely.

SIMPLE 5-STEP
PROCESS



T h e r e  h a v e  b e e n  c o u n t l e s s  s t u d i e s  a n d  s c i e n t i f i c  r e p o r t s
c o m i n g  o u t  f r o m  t h e  n e u r o s c i e n c e  f i e l d  i n  p a r t i c u l a r  t h a t
s h o w  h o w  s l e e p  a f f e c t s  o u r  b r a i n s  a n d  s u b s e q u e n t l y  o u r
e n e r g y  l e v e l s ,  f o c u s  a n d  p r o d u c t i v i t y  i n  t h e  h o u r s  t h a t
f o l l o w .

S t u d i e s  h a v e  s h o w n  t h a t  m o s t  o f  u s  c a n ' t  f u n c t i o n  o n
a n y t h i n g  l e s s  t h a n  4  h o u r s  o f  s l e e p .  I f  w e  a r e  n o t
s l e e p i n g  s u f f i c i e n t l y ,  h a v e  p o o r  q u a l i t y  s l e e p  o r  c o n s t a n t
d i s t u r b e d  s l e e p ,  i t  c a n  r e a l l y  t a k e  i t s  t o l l  o n  o u r  d a y  t o
d a y  a c t i v i t i e s .  

P r o l o n g e d  l a c k  o f  s l e e p  h a s  a l s o  b e e n  l i n k e d  t o  h e a l t h
p r o b l e m s ,  s o m e  s t u d i e s  f i n d i n g  e v i d e n c e  f o r  l i n k s  t o
c a n c e r .  S o  b e f o r e  d i v i n g  r i g h t  i n t o  t h e  " h a r d "  s t r a t e g i e s ,
I ' d  l i k e  y o u  t o  p a u s e  a n d  r e f l e c t  o n  y o u r  s l e e p i n g  h a b i t s .  

1 . H O W  A R E  Y O U  S L E E P I N G ?

H o w  d o  y o u  s l e e p  a t  n i g h t ?

( C )  A B S T R A C T E D C O L L E C T I V E . C O M

A r e  y o u  o p t i m i s i n g  y o u r  s l e e p ?

S l e e p  h e l p s  r e s t o r e  o u r  b o d y  a n d  m i n d .

I n  o r d e r  t o  s l e e p  w e l l ,  t u r n  o f f  a l l  s c r e e n s  ( p h o n e s / T V )
w e l l  b e f o r e  b e d t i m e .

E l i m i n a t e  a n y  f o r m  o f  l i g h t i n g  -  k e e p  y o u r  r o o m  c o o l  a n d
d a r k .

T h e r e  a r e  p e o p l e  w h o  l i k e d  w e a r i n g  a  s l e e p i n g  m a s k  a n d
e v e n  e a r p l u g s  t o  h e l p  t h e m  s l e e p  b e t t e r .

M e d i a t i o n  a n d  d o i n g  l i g h t  y o g a  s t r e t c h e s  i s  a l s o  s a i d  t o
h e l p  a i d  w i t h  s l e e p .  



S c i e n c e  h a s  s h o w n  g r e a t  b e n e f i t s  t o  w a k i n g  u p  e a r l y .
E a r l y  r i s e r s  a r e  l e s s  s t r e s s e d ,  m o r e  p r o a c t i v e  a n d  h a v e
m o r e  t i m e  t o  w o r k  o n  t h e i r  s t u f f .

I s  y o u r  a l a r m  g o i n g  o f f  a t  7 a m  b u t  y o u ' d  l i k e  t o  w a k e  u p
a t  6 a m  i n s t e a d ?  Y o u  h a v e  2  c h o i c e s  -  e i t h e r  y o u  s t a r t
w a k i n g  u p  a t  6 a m  f r o m  t o m o r r o w  o n  O R  y o u  m a k e  g r a d u a l
c h a n g e s .

F o r  e x a m p l e ,  y o u  s t a r t  w a k i n g  u p  5  m i n u t e s  e a r l i e r  e a c h
w e e k  u n t i l  y o u  h i t  y o u r  i d e a l  w a k e  u p  t i m e .

O f  c o u r s e  t h e r e  a r e  s o m e  o f  u s  t h a t  j u s t  f u n c t i o n  b e t t e r
a t  n i g h t .  O u r  b o d i e s  a r e  a l l  d i f f e r e n t  s o  i t  h e l p s  t o
e x p l o r e  h o w  y o u r  b o d y  w o r k s  w i t h  r e g a r d s  t o  s l e e p .
 
U n d e r s t a n d i n g  y o u r  b o d y ' s  s l e e p  a n d  w a k e  c y c l e s  c a n
h e l p  y o u  b e  m o r e  i n  t u n e  w i t h  y o u r  e n e r g y  l e v e l s  a n d
b e  m o r e  p h y s i c a l l y  a n d  m e n t a l l y  p r e p a r e d  f o r  t h e  d a y
a h e a d .  

H o w  a r e  y o u  s l e e p i n g ?  ( C o n t )

( C )  A B S T R A C T E D C O L L E C T I V E . C O M

M a k e  g r a d u a l  c h a n g e s  t o  y o u r  s l e e p  p a t t e r n s



A r e  y o u  c o n s t a n t l y  h a v i n g  t o  w a i t  o n  o n  o t h e r  p e o p l e  t o  f i n i s h  a
t a s k  o r  d o  s o m e t h i n g  t h a t  m y  r e q u i r e  l o t s  o f  f o l l o w  u p s ?  

I t  c a n  b e  r e a l l y  e a s y  f o r  t h e s e  t a s k s  t o  s l i p  t h r o u g h  t h e  c r a c k s
w h e n  w e  g e t  b u s y  w i t h  o t h e r  s t u f f .

T h i s  h a p p e n s  a  l o t  t o  m e  a t  w o r k ,  w h e r e  r e p l i e s  a n d  d o c u m e n t s
t a k e  w e e k s  ( s o m e t i m e s  m o n t h s ,  y i k e s )  t o  b e  l o o k e d  a t .  A n d  i t ' s  s o
e a s y  t o  f o r g e t  a b o u t  t h e m  a l l .  

W h a t  I  f o u n d  r e a l l y  h e l p s  i s  H a v i n g  a  W a i t i n g  F o r  L i s t  o n  m y
t a b l e  o r  i n  m y  d i a r y  s o m e w h e r e .  S o m e p l a c e  c o n s p i c u o u s  t h a t  I
c a n  l o o k  a t  d a i l y .  

U s e  t h i s  l i s t  t o  t a k e  n o t e  o f  e v e r y t h i n g  y o u  h a v e  b e e n  w a i t i n g  o n  -
e m a i l s ,  c a l l s ,  d o c u m e n t s  e t c .  

T h i s  w a y ,  y o u  w i l l  a l w a y s  b e  o n  t o p  o f  t h i n g s  a n d  p e o p l e  t o  f o l l o w
u p  w i t h .  

2. TIME-BLOCKING & WAITING-FOR LIST

1 . H a v e  a  w a i t i n g - f o r  l i s t

( C )  A B S T R A C T E D C O L L E C T I V E . C O M

2 .  S c h e d u l e  e v e r y t h i n g  ( t i m e - b l o c k i n g )
S c h e d u l i n g  e v e r y  e v e n t  a n d  t a s k  e n s u r e s  m o r e  e f f e c t i v e  u s e  o f
y o u r  t i m e .  Y o u  t e n d  t o  b e  m o r e  a w a r e  o f  h o w  m u c h  t i m e  y o u  t a k e
f o r  s o m e t h i n g  a n d  h o w  m u c h  t i m e  y o u  m i g h t  b e  w a s t i n g .

I  k n o w  t h i s  m i g h t  s o u n d  l i k e  t o o  m u c h  f o r  s o m e  p e o p l e  -  a n d  i t  i s
f o r  m e  t o o  a t  t i m e s  -  b u t  I  f i n d  t h a t  i t  r e a l l y  h e l p s  e s p e c i a l l y
w h e n  y o u  h a v e  t o o  m a n y  t h i n g s  t o  d o  a n d  a r e  u n s u r e  h o w  m u c h
t i m e  y o u  w i l l  t a k e  f o r  e a c h .  

T h i s  i s  a l s o  r e a l l y  h e l p f u l  f o r  p e o p l e  w h o s e  m i n d s  t e n d  t o  w a n d e r
w h i l e  t h e y  w o r k ,  p e o p l e  w h o  t e n d  t o  p r o c r a s t i n a t e  a n d  t h o s e
w h o  s t r u g g l e  t o  g e t  t h i n g s  d o n e  w i t h o u t  a  d e a d l i n e .  

H a v i n g  a n  e n d  t i m e  a l l o w s  y o u  t o  f o c u s  a n d  g i v e s  y o u  a  g o a l  t o
w o r k  t o w a r d s .  Y o u  m i g h t  s u r p r i s e  y o u r s e l f  w i t h  h o w  m u c h  y o u  c a n
g e t  a  l o t  d o n e  i n  a  s h o r t  a m o u n t  o f  t i m e .  



T h i s  r u n s  c o u n t e r  t o  t h e  t i p  I  s e n t  o u t  y e s t e r d a y .

T i m e  b l o c k i n g  i s  g r e a t ,  b u t  d o n ' t  b e a t  y o u r s e l f  u p  w h e n  y o u  e n d
u p  s p e n d i n g  m o r e  t i m e  t h a n  t h e  a l l o t t e d  t i m e s l o t .
I n s t e a d ,  t r y  t o  r e s c h e d u l e  o t h e r  i t e m s  o n  y o u r  l i s t .  

A l s o ,  h a v e  s u f f i c i e n t  b u f f e r  t i m e s  i n  b e t w e e n  t a s k s ,  a n d  d o n ' t
p a c k  t h i n g s  t o o  c l o s e  t o g e t h e r .

I f  y o u  o v e r r u n  y o u r  a l l o t t e d  t i m e  o f t e n ,  i t ' s  a  s i g n  t h a t  y o u  n e e d
t o  r e - l o o k  a t  h o w  y o u  e s t i m a t e  t h e  t i m e  y o u  a r e  a l l o w i n g  f o r  e a c h
t a s k .  

I t ' s  q u i t e  p o s s i b l e  t h a t  y o u  a r e  u n d e r - e s t i m a t i n g  t h e  a m o u n t  o f
t i m e  y o u  n e e d  w h e n  g e t t i n g  s o m e t h i n g  d o n e .  

3. BE FLEXIBLE. SIMPLIFY. TAKE BREAKS

1 .  B e  f l e x i b l e  w i t h  y o u r  s c h e d u l e

( C )  A B S T R A C T E D C O L L E C T I V E . C O M

2 .  S i m p l i f y  y o u r  l i f e
D o  y o u  s p e n d  t i m e  l i s t e n i n g  t o  p o d c a s t s ,  r e a d i n g  m a g a z i n e s  a n d
b l o g s ?

H o w  a b o u t  t h e  e n d l e s s  n u m b e r  o f  s u b s c r i p t i o n s  t h a t  l a n d  i n  y o u r
i n b o x ?  A r e  t h e y  a l l  w o r t h  y o u r  t i m e ?

T h e  s a m e  f o r  p h y s i c a l  s u b s c r i p t i o n s  a c t u a l l y .  D o  y o u  r e a l l y  n e e d
t h a t  g y m  m e m b e r s h i p  o r  m a s s a g e  p a c k a g e ?  A r e  y o u  p a y i n g  f o r
t h e s e  t h i n g s  t h i n k i n g  t h a t  y o u  w i l l  g o  s o m e d a y  b u t  n e v e r  d o ?

A l l  t h e s e  c a n  g e t  v e r y  o v e r w h e l m i n g  a n d  y o u  m a y  b e  s p e n d i n g
t o o  m u c h  r e a d i n g  t h i n g s  i n  y o u r  i n b o x .  G o  t h r o u g h  a l l  y o u r
s u b s c r i p t i o n s / p l a y l i s t s  e t c  a n d  p r u n e  t h e m .  K e e p  t h e  o n e s  t h a t
y o u  a r e  m o s t  e n g a g e d  w i t h .  C a n c e l  t h e  r e s t .  



B e  f l e x i b l e .  S i m p l i f y .  
T a k e  b r e a k s ( C o n t ' d )

G i v i n g  y o u r  m i n d  a  m u c h - n e e d e d  r e s t ;  a  c h a n c e  t o
r e f l e c t  o n  y o u r  w o r k
G i v i n g  y o u  n e w  i d e a s  a n d  p e r s p e c t i v e s

I t  s o u n d s  c o u n t e r - i n t u i t i v e ,  b u t  b r e a k s  h a v e  s e v e r a l
a d v a n t a g e s :  

T h e  m i n d  h a s  a  f a n t a s t i c  w a y  o f  w o r k i n g  o n  s o m e t h i n g
i n  t h e  b a c k g r o u n d  w h i l s t  w e  g o  a b o u t  l i f e .  I  a m  a l w a y s
g e t t i n g  a  n e w  i d e a  f o r  s o m e t h i n g  I ' m  d o i n g  w h e n  I ' m  i n
t h e  s h o w e r  o r  d o i n g  t h e  d i s h e s .  

S o  d o  a l l o w  y o u r  m i n d  s p a c e  t o  b r e a t h e  a n d  i t  w i l l  r e w a r d
y o u !  

( C )  A B S T R A C T E D C O L L E C T I V E . C O M

3 .  W a n t  t o  g e t  m o r e  d o n e ?  T a k e  f r e q u e n t  b r e a k s



4. BATCHING. DOING MORE. RULE OF 3

1 . B a t c h  y o u r  t a s k s  t o g e t h e r

( C )  A B S T R A C T E D C O L L E C T I V E . C O M

T h i s  w o r k s  e s p e c i a l l y  f o r  t a s k s  t h a t  c a n  g e t  d o n e  v e r y  q u i c k l y .  

S e t  a s i d e  a  s p e c i f i c  a m o u n t  o f  t i m e  t o  a t t e n d  t o  a  s i m i l a r  b a t c h
o f  t a s k s .  E G :  3 0  m i n s  f o r  e m a i l s ,  a n o t h e r  3 0  f o r  a d m i n i s t r a t i v e
t a s k s  e t c .

B a t c h i n g  m e a n s  y o u  d o n ' t  h a v e  t o  c o n s t a n t l y  s w i t c h  t a s k s ,  a n d  t h e
f e e l i n g  o f  " f l o w "  -  w h e n  y o u  a r e  ' i n  t h e  z o n e '  a n d  t i m e  s l i p s  a w a y
-  i s  m u c h  e a s i e r  t o  a t t a i n .

O u r  b r a i n s  t a k e  t i m e  t o  a d j u s t  e a c h  t i m e  w e  s w i t c h  o u r  a t t e n t i o n
t o  a  n e w  t a s k  ( t h i s  i s  a l s o  w h y  m u l t i - t a s k i n g  d o e s n ' t  r e a l l y  w o r k ) ,
a n d  t h i s  a c t u a l l y  s l o w s  y o u  d o w n .  

2 .  D o  y o u  s p e n d  m o r e  t i m e  p l a n n i n g  v s  d o i n g ?
A r e  y o u  u s i n g  m u l t i p l e  t i m e  m a n a g e m e n t  a p p s  o r  h a v e  s y s t e m s
a n d  t e c h n i q u e s  t h a t  a r e  t o o  c o m p l e x  a n d  u n s u s t a i n a b l e ?

T i m e  M a n a g e m e n t  t o o l s  s h o u l d  m a k e  y o u r  l i f e  e a s i e r ,  n o t  m o r e
c o m p l e x .  D i t c h  a n y  s y s t e m  o r  t o o l  t h a t  t a k e s  u p  t o o  m u c h
e f f o r t / t i m e  f o r  s i m p l e r  o n e s .

A l s o ,  t r y  t o  r e f r a i n  f r o m  k e e p i n g  m u l t i p l e  l i s t s  i n  d i f f e r e n t  p l a c e s .
T r y  t o  h a v e  o n e  f o c u s e d  l i s t  t h a t  c o n s o l i d a t e s  e v e r y t h i n g .  

O n c e  y o u ' v e  p l a n n e d  s o m e t h i n g ,  g e t  s t a r t e d  o n  i t .  S t a y i n g  i n  t h e
p l a n n i n g / t h i n k i n g  m o d e  i s  a  s u r e f i r e  w a y  t o  n o t  g e t  a n y t h i n g  d o n e
a n d  i s  a  s i g n  t h a t  y o u  a r e  p r o c r a s t i n a t i n g  o n  s o m e t h i n g .

3 . R u l e  o f  T h r e e
T h e r e ' s  s o m e t h i n g  a b o u t  t h e  n u m b e r  3  t h a t  m a k e s  s u c h  a  s t r o n g
i m p r e s s i o n  o n  u s  a n d  e n a b l e s  m e m o r y .

C a t e g o r i z i n g  y o u r  t o - d o  l i s t  o r  g o a l s  i n t o  t h r e e s  c a n  h e l p  k e e p  y o u
l a s e r - f o c u s e d  a n d  e n s u r e  y o u  m a k e  e f f e c t i v e  u s e  o f  y o u r  t i m e .



5. WRITING YOUR GOALS. FREE TIME

1 . W r i t e  y o u r  g o a l s  t h e  n i g h t  b e f o r e

( C )  A B S T R A C T E D C O L L E C T I V E . C O M

S e t  a s i d e  t i m e  t h e  p r e v i o u s  n i g h t ,  a f t e r  y o u r  d a y  h a s
o f f i c i a l l y  e n d e d ,  t o  w r i t e  d o w n  y o u r  g o a l s / t o  d o s  f o r  t h e
f o l l o w i n g  d a y .

Y o u  w i l l  b e  m e n t a l l y  p r e p a r e d  w h e n  t h e  d a y  b e g i n s  a n d  i t
a l s o  s a v e s  y o u  d e c i s i o n - m a k i n g  t i m e  t h e  n e x t  m o r n i n g
H o w e v e r ,  b e  r e a l i s t i c  a b o u t  t h e  g o a l s  y o u  h a v e  p l a n n e d  f o r
t h e  d a y .  

S t u f f i n g  i n  t o o  m u c h  i n  o n e  d a y  c a n  o v e r w h e l m  y o u  a n d
c a u s e  u n n e c e s s a r y  s t r e s s  w h i c h  m a y  i n  t u r n  l e a d  t o
p r o c r a s t i n a t i o n .  

2 .  M a k e  u s e  o f  f r e e  t i m e  t h r o u g h o u t  t h e  d a y

C o n s i d e r  t h e  b i t s  o f  f r e e  t i m e  y o u  h a v e  s c a t t e r e d
t h r o u g h o u t  t h e  d a y .  

T h e  2 0  m i n u t e  s u b w a y  r i d e  t o  w o r k ,  a r r i v i n g  1 5  m i n s  e a r l y
f o r  a  m e e t i n g .  2 0  m i n u t e s  h e r e ,  1 5  m i n u t e s  t h e r e  -  c o b b l e d
t o g e t h e r  m a k e s  u p  q u i t e  a  l o t  o f  t i m e .

Y o u  c o u l d  s p e n d  t h a t  t i m e  r e a d i n g  a  f e w  p a g e s  o f  a  b o o k  o r
r e p l y i n g  e m a i l s ,  f o r  i n s t a n c e .



( C )  A B S T R A C T E D C O L L E C T I V E . C O M

NOTES



03
NEXT STEPS

You've now started on the journey of transforming your time

management skills and productivity. Be patient with yourself.

These changes don't occur overnight. But if you dedicate yourself

to these practices and do it more often than not, you will start to

feel the shifts down the road. Give yourself a huge reward for

investing the time and energy into doing this work for yourself!

If you'd like to explore even deeper and make bigger changes for

yourself and your life, get in touch with me! Check out my books

and my coaching/tarot services (special price just for you!) on the

next couple of pages. I'd love to be your Guide as you traverse this

great journey towards living your best life. I am always available for

a chat on Instagram (@abstractedcollective) or you can drop me

an email anytime at (sara@abstractedcollective.com) =)

Keep being your awesome self!



Join my Newsletter, en Privado!
Visit  https://landing.mailerlite.com/webforms/landing/q6c2g9

Have you always felt like you were a sensitive soul, highly curious, hungry for growth and learning

in this existence, but somehow you feel like the society you are living in – doesn’t really give you

the support and care that you need, that it only offers cookie-cutter one-size-fits-all solutions

which make you feel like you kinda don’t belong?  

That you still feel lost, confused and unsure if you are doing stuff “right”? That even with all the

well-meaning advice, you still don’t feel empowered or confident enough to make your own

decisions? That you do not know why you feel the way you do sometimes or that you are unsure

what is bothering you but do not quite know how to soothe yourself? 

Then welcome to my space! I created en Privado because none of the help and solutions that I

was receiving from society and others, no matter how well-meaning, was really helping. So I

created a space just for people who are struggling with the same thing that I did/still am!

 

My weekly newsletter has loads of tips, strategies, techniques and resources that deal with

anything about personal growth and leading a life that you love. Topics covered include

relationships, friendships, goal-setting, self-care, self-confidence, authentic business-building (for

small-biz owners), spirituality and a whole lot more. I combine knowledge across different fields,

tapping on my expertise as a researcher, writer, coach the past 10 years, with a MSc in Psychology

and Neuroscience. I am a very spiritual person as well, so you will see a lot of solutions that cover

topics like chakra, tarot, astrology and energy. 

Come join this very cosy, warm, safe space – it will feel like you are holding a mug of hot

chocolate, curled up in bed, pondering your life and watching the world go by. Come join and get

your discount codes too! 😉



CHECK OUT MY STORE
FOR MORE HELP IN YOUR

JOURNEY!
Visit http://abstractedcollective.com/shop/

1  on 1 coaching, Personal
Storytelling Consults, Small Biz

Strategy Sessions



Books

Guides & Workbooks

Workshops



S.A. Alonso (or Sonia as I am better known), strongly believes

that anyone can live the life we desire if we learn how to

tune into the authentic desires of our soul, block out what

society and “others” have been telling us and develop inner

courage, resilience and confidence in pursuing your dreams.

I've found my calling in helping others find their own

authentic paths through a balanced mix of spiritual and

practical psychological & neuroscientific tools and have

been supporting my community through my books, 1 on 1

Personal Tarot Readings and Coaching, the various mini

trainings and programs I'm in the process of designing as

well as through the various posts on my website,

https://abstractedcollective.com/

I hold an MSc in Psychology and Neuroscience of Mental

Health from King’s College London, am a certified NLP

Practitioner, and have 10 years of experience as a consultant,

coach and researcher. I enjoy painting, daydreaming, milk

tea, jazz clubs and exploring old, beautiful cities. 
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