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Tips to get the most from your available time 

Plan your day the night before 

One of the greatest lessons I ever learned, about managing and effectively 
utilizing my available time, came when I learned the value of planning your 
day the night before.  

There are a number of advantages, which stem from this practice: 

• You effectively start your day running; miles ahead of your competitors. 
Whilst they are still planning, how they are going to spend their day, 
you are already well down the path towards investing your time wisely 
and achieving success that day. 

• The act of planning what you are going to do the next day, also serves 
to program your super-conscious mind. Once you have written down 
your plan for the next day, your super-conscious mind goes to work on 
solving any challenges you may be facing. When you do this, you will 
often wake the next morning, with a perfect solution, to any challenges 
you have been seeking answers to. 

• By thinking and scheduling your day, whilst you have some quiet time, 
every day. You equip yourself to actually get things done the next day. 
People, who leave planning their day for the next morning, never 
actually get to do any real planning as they are more often than not 
distracted before they even put pen to paper, each day. So instead of 
focusing on their own priorities, they get drawn into other people’s 
important issues. This means that they still work really hard every day, 
but because they are so distracted and unfocused, they just seem to 
spin their wheels, getting very little productive work done every day. 

• By planning your day the night before, you also have the opportunity to 
allow opportunities to percolate in your mind, while you sleep. You 
have time to think and dream about the resources, skills, knowledge 
and anything else; you may need in order to achieve your goals. The 
daily act of planning, allows you to plan for and think about your goal 
specific activities, on a daily basis.  

• Finally you also get to make time to carry out your goal specific 
activities every day. As you know, whatever gets scheduled gets done. 

 Carrying out your Daily Planning Session 

 When carrying out your daily planning session, last thing every day, 
consider the following: 

• What are you goal specific activities, that if you carried them out daily, 
would help you achieve your dreams. Schedule time to carry these out 
first thing every morning. 

• Next explore your highest value tasks. These are tasks, which are 
important to you and will add the most value to you. Schedule these to 



be carried out after you complete your goal specific activities, every 
day. 

• Carefully explore your day and see what activities are the most 
important and ensure that you carry these out, whilst you have the 
most energy available i.e. as early in the day as possible 

• Explore each task you need to complete daily and see what potential 
rewards you will get for carrying them out or what the consequences 
will be, if you fail o perform them that day.  

• Look at your to-do list and by using the pareto principle. (The Pareto 
principle states that – 20 % of your activities every day will give you 80 
% of your results). Ensure that you take cognizance of this principle 
daily and ensure that you carry out the most important 20 % of your 
tasks, as early in the day as possible. As you know your energy levels 
are at their highest first thing in the morning. 

• Ensure that you write your plan out every day. When you put things on 
paper, even your most elusive goal will start to feel real and possible. 
There is a definitive connection between the brain and the hand. 

• Once you have written out your plan, actually see yourself doing all the 
crucial tasks you need to complete to achieve success daily. Each 
moment of your life is a micro window on your future. How are you 
investing r wasting each one? 

You are a winner in waiting, daily preparation and consistent activity will help 
you to achieve all your goals.  

When is your Prime Time of day?  

Well in terms of Television advertising costs, PRIME TIME is between 6 and 
10 p.m. Flighting a commercial between these times of day, costs many times 
more than at any other time of day. What do you think most people are doing 
during this PRIME TIME? You guessed, they are vegetating in front of their 
television screens. 

Quantum Leap  

If you want your life to take the quantum leap you deserve, simply break your 
habit of wasting your most valuable time every day, watching other people 
make money, grow their careers and achieve success. Instead start to use 
this prime time to start living your own dreams. When you use your PRIME 
TIME of day, to invest into taking the goal specific actions, which will help you 
to achieve your goals and dreams. You will have uncovered your secret 
weapon for success, namely time to carry out the right activities, necessary to 
achieve the outcomes you want. 

Time 

As you know time is the ultimate equal opportunity employer. We all have 
exactly the same amount of time given to us each day. Some people achieve 
greater success than you, not because they are smarter, more beautiful than 
you or even because they were born with a silver spoon in their mouths. 



People with less ability, lower intelligence and who are way less attractive 
than you, achieve incredible levels of success, simply because they use their 
available time, far more effectively than you do every day. 

Time never stops to rest, never hesitates, and never looks backward or even 
forward. No matter how you look at time, it simply spends itself in the now. 
This moment is gone forever; nothing you can do will ever bring it back. You 
can always get more money; there is an unlimited supply of that. Time on the 
other hand is irreplaceable. You can never get more of it, so invest yours 
wisely, into things that matter. 

You have 168 hours to INVEST or spend each week. Each yesterday is gone 
forever and no matter what you do, you can only revisit them in your 
imagination, where you can choose to either learn the lessons they offer, or 
you can choose to swim in the misery and suffering those memories may 
bring. 

Investing your time 

As you know, most of your daytime hours, every week, are spent making a 
living, not living a life of your dreams. That makes the little time you have 
available in the evenings and on weekends the only time you have to INVEST 
into yourself and your dreams, goals and personal development. 

Try the following to gradually wean yourself off television: 

• Schedule time every night to watch television. Remember that the TV 
is a distraction and nothing more and should be used at most for two 
hours a day. It does not develop you in any way, quite the contrary. It 
exposes you to negative role models and instead of growing your own 
wealth, it parades other people in front of you, who have achieved 
great success themselves. This only serves to highlight your own 
shortcomings. Shortcomings, which can easily be addressed, if you 
use your PRIME TIME, more effectively. 

• Instead of watching television, which serves to shut you off from your 
family. Rather invest time to eat dinner around a table, with the family 
and actually communicate with each other. This will give you the time 
you need to hold casual conversations with those nearest and dearest 
and allow you to listen to what is important in their lives. Dinner is the 
time for dialogue. 

• Uncover what you really want to achieve in the future and discover any 
shortcomings you may have. What skills, knowledge or resources do 
you need to achieve your dreams? Invest your prime time each day 
into acquiring these skills, knowledge or resources. The only way to 
ensure that you do this every day, is to schedule at least one to two 
hours a day for this. 

 Action Idea: I am sure that your daily television habits are no different to 
what mine used to be. As with any habit, you cannot just change it, without 
replacing it with something else. Look at how much time you currently watch 



television every night and try to reduce this by 50 %. Carefully select the 
programs you want to watch and schedule your week to allow you to watch 
these. Schedule time for other activities, during the other 50 % of the time you 
gain. Make time for dinner with your family, create time to read and schedule 
time to invest into your personal development. When you do this, your life will 
indeed make a quantum leap and the success you desire is there for the 
taking. 

 

	  


