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Taking Control of Your Time Guide

Make productivity your superpower. Learn tried-and-true tactics for maintaining
focus and making the most of your time to elevate your efforts and skyrocket
your satisfaction. Simplify your success by harnessing the power of time, avoiding
distractions, successfully delegating email, and setting an annual and weekly schedule.
Time is your greatest revenue-producing asset. When you're ready to make the most
of it, begin implementing the Limitless Productivity Principles:
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Best Practices
STEP 1: DETERMINE HOW YOU WANT TO SPEND YOUR TIME

You are hard-wired to want to do things you find enjoyable and to avoid things that are not
enjoyable (aka, cause you pain). A key to effective time management is understanding where and
how you want to spend your time. Practice tracking tasks which keep you above the line (in an
energy-creating, revenue-producing state) vs. tasks which drop you below the line (in an energy-
draining, revenue-depleting state).

STEP 2: IMPLEMENT A TIME-WISE MINDSET...

Time can neither be created nor destroyed—but it can be managed. Implement these best
practices to become a master of your 24 hours:

| Eliminate Distractions and Interruptions: Distractions are constant and pervasive. To
maintain focus and productivity, you must eliminate them. This means not checking email
every 5 minutes, removing interruptions from members of your team and turning off those
notifications. For more ideas on how to eliminate distractions, check out what members
have shared in our Community and test out our list of recommended apps.

1 Draft Scripts: It's hard to say no to your clients when they want your time, even if it interrupts
you. But you can. The trick is having a go-to script for your team to share with the client so
you can appropriately set the expectation that you have dedicated time for clients.

1 Eat Your Frogs: "If the first thing you do each morning is eat a live frog, you can go through
the day with the satisfaction of knowing that that is probably the worst thing that is going
to happen to you all day long.” Take some advice from Mark Twain and get the hard-to-do
tasks done first.

1 Avoid Fake Work: Don't confuse activity with productivity. Only do those things that really
move the needle.

1 Protect the Asset: Quality of work and concentration decline by 30% when you're tired. You'll
get a lot less done or done well when you don't get enough sleep, eat well, or take care of
your mental and emotional health.

1 Automate Everything: A large amount of energy is spent doing the same things, repeatedly.
Eliminate all redundancy with systems and automation.

1 Create Barriers to Entry: You can be “accessible” at designated times when you can give
your focus. Remember, you are not on call.

1 Block Out Your Time: A time management trick used by some of the world's most successful
entrepreneurs is time blocking. The key to time blocking is to divide your days into set
increments and to then plan out your activities (or work) into blocks of time. To create the
maximum level of efficiency, group like activities together. For example, creating a one-
hour block of time for client work, followed by one hour of client meetings, then followed by
another hour of client work will be challenging. You reach “peak performance” if your brain is
focused on the same types of activity, so instead of doing one to two client meetings each
day, try doing all your client meetings on Tuesdays and Wednesdays.

1 Just Say No: Follow the Derek Sivers rule of, “If it's not a hell yeah, it's a no." If you feel anything
less than genuine excitement over a task, figure out a way to delegate, outsource, eliminate
or delay. For example, if you find reading and responding to emails taxing, implement an
email delegation process and hire/outsource an assistant to manage it for you.
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1 Outsource Almost Everything: No man is an island. Delegating tasks to others is often one
of the trickiest aspects of time management, one which requires an initial time and cost
investment, but can yield the biggest payout (use a site like athenago.com).

I Never Multitask: Multitasking is a myth. The human brain is unable to perform tasks requiring
two (or more) high-level brain functions at the same time. When you believe you are
multitasking, you are, in fact, rapidly shifting between thinking about two different things at
once, which results in lost time and focus as you shift from one task to the next repeatedly.

] ROT $1,0000 Hour Only: Your time is incredibly valuable, and if you don't set your value, other
people will. Control what types of tasks you are using your time for, and limit them to only
to-do's that you would charge S$1,000 an hour for (or tasks that are invaluable to you, like
family time).

Don't beat yourself up if you don't manage your time perfectly every day. You need time to
breathe, have fun and occasionally break the rules. Our rule of thumb for scheduling is based
on the premise that time cannot be created or destroyed, but it can be moved. It's okay to
not stick to your schedule with military discipline, but consider trading time rather than just
deleting it. Is a client not able to meet during your Tuesday client time due to an urgent
need? Normally, you'd schedule the meeting and just delete whatever you planned to do
during that time. Instead, schedule that task or activity for the time your client normally
would have met with you.

STEP &: PAIRED WITH TRIED-AND-TRUE TACTICS

The following tested-in-the-trenches tactics are invaluable:
"1 Become a Meeting Master: Implement
the Meeting Mastery Pyramid to save
optimal amounts of time. Begin by
setting firm rules, such as no Monday
meetings, and move toward batching,
standardizing processes and never
making exceptions.
1 Set a 30-Second Intention: Take 30

seconds before each task to breathe Standardized
and get clearon eXGCtly what outcome Meeting Process & Presentations
you want to achieve. Magical.

O Dovvrj Time & Double It: SOC|QIO|Z|ng Client Batching
and mterruptlons account for 33% of Quarterly: 9-11 weeks with no meetings
non—productive work time, so be sure Bi-Annual: 20-22 weeks with no meetings
to allow space in your schedule with

down time blocks. Allow 2x the time you ; .
think big tasks will take. Be realistic, not No Mendays, Fridays, evenings or weekends
optimistic, about how long tasks take

to complete.
[l Touch It Once: If a task takes 2 minutes
or less, doit. Touch a task only to do it, delegate it or direct it to later.
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http://athenago.com

"1 Use Project Management Tools: Tools like Asana and Trello create clarity, process and
eliminate the inefficiency of winging it.

"1 Use a Time Tracking software: You'll find out how long those "It takes just a minute” tasks
really take, and where your focus is being directed. Apps like Rescue Time or Sectograph will
send you daily or weekly reports of how many minutes/hours you have logged on various
tasks, Focus Booster or Brain Focus will help you manage individual tasks and eliminate
overwhelm, and MindNode will encourage clarity as you become more organized.

STEP 4: IMPLEMENT & FOLLOW YOUR NEW SCHEDULE

We recommend using a wall calendar for creating your annual schedule, but technology and
Excel can work just as well. Once you have an annual schedule in place, create a weekly
schedule and process (see following guidelines) and train your team. This ensures that you
can stay on track and that your team knows when it is and isn't okay to interrupt you. The
final step is to review your daily schedule at the beginning of each day and then follow it.
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Scheduling Guidelines “SAMPLE”

RULES OF THE ROAD:

71 Time can neither be created nor destroyed: Template time can be moved or traded based
on these guidelines, but not deleted (with the occasional expectation because it just makes
sense, or we have to adjust travel/out of office days).

"1 Priority Definitions:

e URGENT: Can be scheduled outside of standard guidelines, within work blocks,
meetings and after school activities IF APPROVED.

e ASAP: Find time within the guidelines to get this on the calendar in the next week
unless a longer time is specified.

e \When it Works: Provide a few times when there is space, even if it has to go into the
coming months. ***OR specify BEFORE (date) or AFTER (date)
] Changing meetings / events

e |f changes need to be made to an event:
oIt should be done from the organizer's calendar
o The changes should be sent to the invitees to make sure everyone is on
the same page
o Changes to subjects / notes should not be sent to everyone

e |f a day needs to be cleared for travel, sick kids, etc., note which events you still plan
to do, as all others will be rescheduled

ANNUAL & QUARTERLY CALENDAR REVIEW
1. Define desired annual schedule by Novemlber 15th for the upcoming calendar-year
and update on the calendar no later than November 30th.
2. By the 15th of the second month of each quarter, the upcoming quarterly
calendar is reviewed and adjusted to accommodate changes to the schedule.

CALENDAR REVIEW
1. DAILY: Review calendar before EOD for the remainder of the week to ensure
calendar is clear and free of conflicts
2. FRIDAY: Review next two weeks and ensure calendar is clear and free of
conflicts or changes that need to be made
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Productivity Resources/Apps

THE BELOW ARE THE AVAILABLE PROCESSES, WORKSHEETS, SAMPLES
AND APPS YOU CAN IMPLEMENT TO MAXIMIZE YOUR TIME.
EDITABLE VERSIONS ARE AVAILABLE.

RESOURCES: TOOLS &APPS:
Above the Line: Energy-Creating Activities athenago.com
Annual Calendar Trello or Asana
Email Delegation Process Rescue Time or Sectograph
Starting Today, | Will... Focus Booster or Brain Focus
Weekly Schedule Weekdone
MindNode

Above the Line: Self-Talk

Name: Time Period

ENERGY DRAINING & REVENUE DEPLETING
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Success Specialist Examples

BELOW YOU CAN STUDY HELPFUL EXAMPLES OF IN-THE-TRENCHES CALENDARS
LIMITLESS ADVISERS HAVE USED TO MAXIMIZE THEIR TIME.

EXAMPLE 1(TANYA)

TANYA'S PLAYBOOK:

« Tanya does two client review meeting surges in spring and fall (as shown on calendar)

« Holding 2-3 meetings per day on Tuesday, Wednesday, Thursday (average adviser can do 4)
« Meetings are held at 11:15, 12:45 and 2:15

« Tanya is in the office from 11:00 - 3:30 depending on her children’s activities

« All prep is done on Mondays / Fridays. Her Operations Manager prepares.

« Tanya spends 15 minutes doing review, follow-up and notes

« Scheduling one week of no meetings each month to allow for focus and catch-up time.
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