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However, to adopt effective time management habits there are some things 
you should be doing.  
To begin with, you will need to use time management tools.  
It does not matter if you are using a paper-based to-do list system,  
a day timer or a complicated software program.  
 
  
 
Step #1 - Physically managing your time  
 
  
 
The first step to physically managing your time is to know where the 
time is going.  
You can plan how you are going to spend your time in the future because 
work will be done earlier.  
There are many different ways to set this up quickly.  
 
What are the useful tips for effective time management  
 
It does not matter how you keep track of everything. Just make sure you 
figure out some way to  
physically manage your time. This way you know how you are going to 
spend your time.  
You should make sure you prioritize with these tasks.  
 
Put all of the projects you have to have done on the top of the list.  
The things that can wait can go on the bottom of the list.  
Make sure you know out of all your tasks which ones you have to 
accomplish.  
Then set the goal to how far you have to get on the list for each day.  
 
What to do if running a single person business entity?  
 
If your business is a one-man show, change things and hire someone to 
take over some of the workload for you.  
You should always have at least one other person to take over some of 
the workload and make things easier for you.  
Most probably you can offload a lot of the repetitive, dull work of 
managing the daily routine of a business  
to other people ? that way you can schedule your time in other forms for 
other projects.  
 
Good, effective time management can help you to get the most out of your 
business.  
If you do combine with someone to help with the load, make sure they 
understand you make all the rules  
and schedules (that is, don’t turn over the business to them).  
 
With proper and effective time management, you need to establish a 



routine and stick to it  
as much as you possibly can. While things will happen to get in your 
way, you’ll be more productive  
if you can follow the routine most of the time.  
 
This way people get to know what your time frames are and this makes it 
easier for them to help you  
do what you need to get done. Another part of making sure that you 
actually get things done is  
to get in the habit of setting (and meeting) time limits for the tasks 
needing to be completed.  
 
How to eliminate activities that waste time?  
 
Reading and answering e-mail can consume a big portion of your day.  
Make sure you only allow a certain amount of time for checking the mail, 
and then ensure  
that you stick to that schedule.  
 
What about talking on the phone?  
 
If you know you are wasting too much time chatting on the Internet with 
people who interrupt you,  
make it so no one can contact you during certain hours.  
This way you won’t be wasting your time and will be practicing 
effective time management.  
 
Another good (or bad) time-waster is “looking for information”.  
You need to be organized to have effective time management.  
You need to be able to have the files or information you need at your 
fingertips.  
 
Make sure you set your system up so everything falls in an orderly 
fashion.  
This way you can always find something in a hurry.  
This will help you to speed up the progress of your project or day.  
 
If you are stuck in an office waiting, don’t waste your time.  
Always bring a pad of paper and a pen if you can.  
At the very least, you can organize your day by writing down your plans.  
 
If it is something else you can take with you for a project, it’s even 
better.  
You can control your life, but you can’t control time.  
Get organized today and use effective time management to meet your life 
goals.  
 
I desire to thank you for visiting.  
Go up before and look around to discover other helpful tips and 
information.  
 
Even though, you may now know how to adopt effective time management 
habits and tips  
to be a successful person, but all words no actions is simply does not 
make your goals come true.  



 
Take action now is the most right thing to do if you want you goals 
realized.  
 
Without an effective and proper time management system,  
there will not be much goal-oriented lifestyle to hope for.  
 
Understanding the fact that an effective program for time management 
habit may be easy  
to follow and implement and now allowing you to side-track is really 
allowing you to enjoy your life  
once again. So, please don't wait any longer before giving another 
excuse to realize your goals again.   
 
Eddy K Elgin is the author of the 17 Minutes Time Management Secrets.  
Drop by at adopt effective time management habits and tips for more 
details. 
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