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1.0 little things that take up B G thime!

Bver wonder where the day goes? You start a task that's suppose to take all
of 20 minutes and when you Look up the sun Ls settling o You and all the
plans you had for the day. Or maybe you know where Your thme Ls golng, a full
thme Job or sehool, and Yyou just wished you had more of itl How many thmes
have you heard someone say, "There just aren't enough hours in the oday"? |
Rinow (Ve heard Lt plenty. But is it really true? Could it be that we do have
enough time, and that we waist most of it on miscellaneous, unlmportant
things? Or maybe too much time on things that can be considered tmportant.
Time Ls money; so whew You manage Your thime more efficlently, your money
starts to add up as well. This e-book polnts out ten of the most common thme
(and thevefore money) drainers. And don't you fret, 1've bncluded some stmple
tips on how to overcome these sneaky Little thme intruders as well!



#1: Almlessly browsing the nternet

This one Ls major! How many times have You set down to check Your
ematl before moving to what You're “suppose” to be dolng, only to Look up an
howr Later vealizing that you haven't even thought about what you were
“‘suppose” to be dolng?l?l t am gulilty of this one (along with each and every one
of the others!) myself. Whether it's because you've not familior with the tnternet
and it takes you forever to find what you've Looking for or you ave deflantly
avolding what You need to be dolng, it is so easy to get side tracked while
working online. | can think of a wmillion things [ want to vesearch when 'm
working, but Let me be on my free time and nothing comes to mind. 'm
thinking that already belng tn work mode Ls what gets my mind-track
running on everything else t have gotng on.

Time Saver T’Lp

To stay productive in the black hole that Ls the internet [ write ematls to
myself of whatever it Ls that ( want to researvch or Look further tnto while 'm
working. You can write notes or something similar. [ write emails because it’s
the one thing that 'm guaranteed to check. The reason this takes up so much
time Ls that we lkinow we won't remenboer to come back to whatever we stumble
Upow, $o we try to do it right then. This changes your focus and takes up thme.



#2: TV (imake dowwn tlme count)

Thinking back before | met the Hubby and had the kids; it was just me
Living in my one bedroom apartment. 1'd Literally go to work, come home,
stralghten up if necessary, shower and Lay down to wateh That 70's Show §
King of Queens. Oh, simple times they were. Now Let’s fast forward to my Life
today: THERE IS ALWAY'S SOMETHING TO DO! Gone are the days that |
could covelessly keep up with all of my favorite shows. Now if ' watehing the
news | feel guilty because 1 really should be washing the dishes or putting the
Rids to bed so that [ can get tn some writing. But heve's the thing ... 1 still did
it Avolding (again) what ( needed to do but not mec@sgamﬁ wawnted to do, tv
was and is the ultmate escape. How easy is it to think, “Oh Ul just cateh this
one show and thew go back to working” and thew you wake up tn the morning
(because Yyou fell asleep after the 2% show) having to start on yesterdays to do
list? TV always got me Like this. One show would always Lead to more.

Tlme Saver T’Lp

Record. Whatever Your method, L You must see the show but the the is
off Your schedule vecordl it. If you ave able to cateh Your show, make down time
count for something! Use commereials to check bmportant emails, bust the suds

or get tn o work out. Yow'll be surprised how much you can get done in the 10
minites worth of commmercinls in a 30 minute show. Another thing 1 do is wash
all of the clothes for the week and fold in one sitting while catching up on all the
shows [ missed during the week. BY the end of show 2 ' putting clothes away

and feeling stress free as [ eross “Lavndry” off my to do List!



#3: Dayoreaming

Awnother avolder method, daydreaming can sometines be a good thing. |
like to say ipream in real Life. Meaning [ have goals that | plan and am
working towards attaining, not ones that  can only believe tn when 'm asleep.
So thinking ahead and planning what You want Ls actually productive.
Getting to far ahend of Yourself to the polnt that all you ave doing is
‘imngining” the life you want versus Living it is a problem. Actlon is always a
requirement for suceess, so spending all of Your thme thinking ts actually as
much of @ waste as action without thinking,.

TLme Saver Tﬁp

To-do List keep You focused. You know what you need to do and you know
what you need to do next. This eliminates the thme between productivity that
can Lead to you drifting off tnto Lata land. [ personally have at Lleast = to-do
Lists golng everyday and it really does help. Half of what ( need to do would
probably be over-looked if it wasn't for kReeping them vistble when 'm dotng

other things.



#4: No Gqoame plan

'me very big on plavaning now that [ kinow what my Life Looks Like without
Lt Yes, | know that there is absoLmteLg no way to KNOW how every sttuation
will play out ever. But You can prepare Yourself for the most common outcomes.
You leeep a spare “just in case” You get a flat, right? You have no lolea when or if
it will happen, but just in case it does You are ready). That's what having a gane
plan is about. [ kinow | have work in the morning and | kinow [ need to wear
clothes. So why not get that outfit veady the night before. Yes, it might rain
and you may have to switeh it up a bit. But you're foundation Ls set and You
can always bulld from that. Your morning will Look Like a very different scene,
as Yyou can eliminate the extra 10 to 15 minutes it takes to look for something
to wear. You might even be able to set the clock back a Little or use that time to
truly wake up and be wore productive during a time that usually stumble
through ... slowly. The same goes for Lunch, whether you've trying to save
money or calories. Prepare Your food early and you've actually wmove Like to do it
all together. How many times have You had the good intentions to take lunch
but thew realized that You just didn't have time to oo it before You haol to rush
out. A game plan just makes everything run more smoothly.

TLme Saver Tﬁp

Glve Yourself room for ervor by dolng things the day before and at Least
constder what could go dlﬁerew’dg. For example, the weather, Location, ete. Less
stress equals better thinking and wmore productivity.



#5: No Effective qame Plan

Same concept as number 4: Not only do You need a game plan, but it has
to be a good one; one that makes sense. You can have an outfit ready for the next
dny, but if the news satd it would valn and You took out open-toed stilettos ...
you wiLL still be Looking for shoes (if not an ewt’weLg different outfit) n the
morning. Which will make you twice as upset, right?

TLme Saver Tﬁp

Take a Little thme to plan effectively. (£ will pay off in the end.



#o: LUnprepared for Surprises

This tles tnto Your game plan as well. Like | satd before, there Ls no way to
plan for every single detail of the day but you can have certain things in place
that will make dealing with the unexpected a Little easier and Less time
consuming. Let's say the news sato nothing about rain. You walk outside in
Your beautiful peep-toed sling backs and the rain starts pouring doww Like
someone’s throwing buckets of water from Your roof! What do you do?

A) Stand there anol watt until the ratn stops
B) Make a run for it and risk sliding right tnto Your car or worse
C) Pull out the umbrella that You Reep ’jutst in case” of times Like this

C would D{e{mitetg mean that You were prepwed ano sove you the time
you would have wasted on standby or changing your soaked clothes.

A Little preparation goes a long way.

Time Saver T’mp

qet the things you need even Uf You don't necessarily need them right at
that moment. BY the thme You need it enough to get it, itk will be too late ©



#7 Lnaware of the Tlme

This might be the worst one of all for me. | can't tell Yyou how many times
[ THINK [ have more time thaw | actually do. Many, many times! ULl say to
myself, “You have tlnee, go ahend and Log bnto Facebook. It'LL only take a
minute or let me just wateh the end of this show”. Then 'm running around
trylng to get myself and = kids veady for pletures tn 20 minutes. It happened
to ve over and over again until ( vealized that | was dolng this to myself. Timee
flies when you've NOT Looking. It only creeps by when You are paying
attention!

TLme Saver Tﬁp

Glve yourself more thme than you think you need. That way yow'll be
right on thmee or have thme to spave! Win, win



#2: Snoozing = Loosing

Ever notice how You feel worse whew you hit the swooze on the alarm and
actually fall back asleep before the alarm blaves off again?!?! it's so much easier
to just get up the first time andl get Your day started. The most yow'll be able to
squeeze bn s another 30 minutes to an hour that will feel like 10 minutes before

you really do have to roll out of bed. O you really don't hit the snooze all the
way and enol up over sleeping. During that time You could actually have been
up and out and on with Your day. Just to be honest, ('ve always been a morning
person. But after becombng o Mommy it gets havder and havder to get up,
maybe it's me ... Ldie. t had to figure out a way to get up consistently because

there Ls just too much to do to sleep in on most mormings.

TLme Saver Tﬁp

This stmple trick worked wonders for me. | moved vy alarm clock from
my night stand (striking distance) to my tv stand (across the voomt). This
means that | have to walk across my room to turn the alarm off. It's actually
closer for me to just contlnue on to the bathroom versus hitting the snooze and
walking back to my bed. Plus the walk wakes wme up a bit anyway. It always
does the trick for me.



#9: Swnack Attacke

Are You really hungry? Or are You Looking for o way to avold, again? Be
honest. Hunger has physteal indicators, such as stomach pains. It doesn't feel
Like boredom, it just doesn't. f you've eaten Lunch within the hour but still feel

the need to take a snack break, chances are it's more so the pending report
deadline that's driving you away from your desk than your body’s
nourtshment requirements. snacking ts most times nothing more than a

distraction taking up valuable time.

TLme Saver Tﬁp

Push through the craving to validate it. 1f yow ave veally hungry it won't
Just go away even if You're not focusing o it. Change Your task to something
more Linteresting to You if you flnd yourself Looking for a way out of a more
daunting task. This way you will still be productive and that productivity may
Lead to a breakthrough on the more difficult one!



#10: Rush Hour

Last, but ot Least ... traffic. How much of Your time is spent waiting in
Lines of any sort? 1t's something that ( absolutely hate. So mueh so, that [ go out
of my way to avold it at any cost. waiting in tratfic, walting for at the

doctor’s, Looking for pariing can all be avolded by one shmple detatl ... be early.
Belng late is asking for trouble and even on thme means You coming tn with
the masses. Few people will be early, which means fewer people on the roads. if
Yow're first at the doctors you slip past the patlent delay. Meaning you don't
have to worry about the Br taking a little too long with another patient or the

staff trying to fit n walk-lns and Late comers; all adding up to a delay of you

being tn and out and on with your day.

Tlme Saver T’Lp

Get off the lnternet, turn off the TV, stop daydreaming, get Your game
plan together and make sure it's a good one. Get prepared and be aware. Skip the
snooze and the snacks. Add up all that extra time You have, get to sleep a little
earlier so You can wake up a Little earlier and hit the rond at least 10 minutes
eavlier. (Wl save you a whole Lot of thme and your sanity will still be bn tact
when you pull up to the office!



LINKAGE

So now that you've cleared up all that free thne you were wasting ( have a
bonus for you! Below are Links to varlous sites that you may find helpful.

Emijogl

WWW. MLSSmeanshoe.com

WWwW. Liuxurtousaffalrs.com

www.ScarlettsModa.com

WWW. LeEMeGrowStudio.net

www.Ardysslife.com/franchescac

www.Ardysslife.com/ozia

WWW. HENWNWESSEU .COMAL
(A

WWW.CLAraDENLSE.CoM

WWW.CCDENLSE.CONL
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