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	____________________

	Start

	____________________

	 


No time for time management

	 

	24/7 — 24 hours, 7 days a week we muddle through life. Work, family, friends, hobbies. Some exercise once in a while, or a special event for a little feel-good in between. Occasionally, an important moment occurs; every now and then we move up to the next level or pass through a small valley. Overall, however, you feel like the rest of humanity: You’re pretty busy with managing your everyday life. Your daily tasks need to be done, obligations await you, and you constantly face new challenges. There is rarely time to take a breather. Usually, no time at all. Of course, you have desires and dreams — but when are you supposed to have time for those? After all, the next bill has to be paid and the kitchen wall won’t paint itself.

	 

	And so, your life just trickles along.

	 

	What a pity!

	 

	A tragic pity. What’s the reason behind it? Actually, you know it very well. You know why you’re stressed-out and have trouble sleeping. You know why your to-do list is bursting at the seams and your calendar has been overflowing for quite some time. It’s not just a vague idea — you know the solution: You have poor time management. If what you do every day could be called time management at all. In principle, you know the way out and would love to change your situation, but ironically you don’t have the time for it.

	 

	You don’t have time for time management.

	 

	At this point, I can reassure you: You aren’t alone. No one has enough time. However, some of us simply use this little time better than others. As if by magic, these people have greater success at work, more free time, and a happier life. All at the same time. They get more things done than the rest of us and are as relaxed as if they just had a three-weeks’ vacation in the Caribbean. Do you want to be one of them? Then let’s take a short mental excursion:

	 

	A person is ambling along through the forest and discovers a lumberjack chopping a huge pile of wood. But the lumberjack is making terribly slow progress. He struggles because his axe is blunt and takes an incredibly long time for each piece of wood. The walker asks the man why he doesn’t sharpen his axe first. The exhausted lumberjack points to the log pile still in front of him and answers: “No time for that — there is too much to do, I have to chop wood.”

	 

	Apart from the fact that you shouldn’t annoy stressed people holding an axe in their hand with wise-ass questions, this well-known metaphor illustrates that if you have to deal with a scarce resource, it’s worthwhile to optimize its use. It doesn’t matter whether it’s time, money, or an axe. To make progress in life and improve your skills, you have to invest in yourself and the tools you’re using. If you aren’t willing to do that, you won’t make any headway and you will never reach your full potential.

	 

	Hence, what does a good lumberjack do when he has ten hours to chop wood? He sharpens his axe for nine hours. Only then does he start chopping wood. That means: If you want to work efficiently and live happily, you should tweak your technique. If you don’t have enough time and feel stressed, you should use some of your time to structure managing yourself. You have to improve your time management — only then you will have more time for the pleasant things in life. 

	 

	This book will help you do just that.


24+7 Timesavers

	 

	You aren’t looking at some run-of-the-mill guidebook that repeats the same phrases over and over again. You don’t have time for that. You need quick solutions that you can apply straight away. Preferably with sustainable approaches, so that your time management improves in the long run.

	 

	This is precisely the kind of book I have written for you. 

	 

	It’s a time management book for anyone who doesn’t have time to read a time management book. It sounds strange, but I really mean it. Because most books that deal with this subject have a serious defect in design: They’re inefficient. These kinds of books often lack a clear structure, are full of useless ramblings and don’t boil it down to the essence. You have to work out the valuable content yourself in tiresome detail and then figure out how to apply it to your personal situation. That is anything but timesaving.

	 

	Here you get what you really need: 24 concrete methods and 7 sustainable principles that help you to improve your time management straight away and simultaneously achieve long-term effects for your life. To this end, I have read and analyzed just about every time management book available and got to the bottom line. This book is the result. It includes the core principles on which successful time management is based.

	 

	These are basic concepts that have been used for hundreds of years and have helped millions of people. If you take these principles into consideration in your daily life, your mindset, way of working and evaluation of time will change fundamentally — and permanently. Besides, I will show you 24 methods that you’re able to use to improve your time management instantly.

	 

	We are talking about the most famous and most effective techniques available these days. Some of them are classic; others are so modern that they draw on current studies and offer you a methodological advantage in knowledge. However, you won’t get any theory from my book — only concrete measures that you can follow step by step. Altogether, these are your 24+7 timesavers that provide you with maximum benefit in almost no time at all. You can look them up quickly and easily and follow the corresponding instructions. Without a lot of hassle, effort, or time-consuming rehashing of what you read.

	 

	But why should you believe me?

	 

	Because I’m living proof that time management can work. Not only have I spent years professionally studying various time and self-management methods — I use them myself, day after day. Thus, I know how valuable and precious these techniques are. It’s only thanks to practical time management that I, besides my work as a full-time scientist, have been able to found two companies, author 20 books, write my PhD thesis, and pursue volunteer work — without sacrificing my social life or health. I have great friends, time for my family, I’m a triple godfather, go on vacation regularly, and still have some time left for fun hobbies. Fine, maybe I could take care of tax documents a little sooner and clean up my garage more often, but let’s not quibble.

	 

	What I really wanted to say: I know how time management works. Even if you don’t really have time for it or have other things on your mind. With the right strategies, it’s still possible. In this book, I pass on my knowledge to you. Even more: I will show you how you’re able to set up a successful and stress-free system for yourself, to enable you to better manage your time, use it in a cleverer way, and fill it with pleasant things.


How this book is going to help you

	 

	Time management isn’t boring or complicated. If you address yourself to the task the right way, it’s fun and acts as a very natural rhythm that reliably leads you through life. Even if you have had little or no experience with self-organization, you will make quick progress with a smart strategy. No matter if you still go to school, are studying, starting your career, or already know what life is all about: You always have the opportunity to optimize your time — this book will assist you to do so. 

	 

	In fact, in this book I will show you how to improve your time management from scratch. You will learn how to organize your daily routine (hence, spend less time working but still become more successful than ever before). As a result, you regain control over your life, reduce your stress level, and end up with more leisure time at your disposal at a higher quality level. 

	 

	Sounds too good to be true, right?

	 

	There’s just one little snag to it: You have to do something to achieve it. If you just read this book, sit back afterwards, and do nothing, not much is going to happen. Nothing at all, in fact. I don’t want you to read the advice — nod twice — and then continue with business as usual. I wish for you to enjoy a new lease on life and change it positively; I want you to keep your chin up, grow, and remain or become successful. The tips in this book will only work if you take action yourself. You have to follow up the words read in the book with deeds. An equalized and flexible work-life balance doesn’t come for free — you have to do something for it. However, I have paved the way to make it as easy as possible for you.

	 

	To this end, I divided this book into two parts. In part one, I depict the seven core principles of time management and explain how you can integrate them into your life. In part two, I present 24 concrete time management methods to apply the principles in practice.

	 

	These are the seven principles:

	
	• Set goals

	• Define priorities

	• Make plans

	• Generate focus

	• Work efficiently

	• Establish habits

	• Never give up



	 

	To make the whole issue more inspiring and less theoretical, I will give you examples and best-practice guidance for easy use whenever possible.

	 

	The 24 methods have been structured according to another pattern for you to achieve your goals even faster. For this purpose, I have depicted every time management technique on 4 pages and divided each technique into these sections:

	 

	At a glance

	A summary of the time management method presented in one single phrase so that you know straight away what it’s about and what to expect. 

	 

	How it works

	Concise description of time management methodology in less than two pages for a quick understanding — without ramblings and unnecessary explanations.

	 

	Instruction

	Action plans and step-by-step explanations on how you can implement the appropriate time management technique immediately. 

	 

	Example

	Relevant examples from your everyday life that pick up on the respective time management method and show you how the previously described method works in practice.

	 

	Take action

	Concrete tasks and motivating calls to action for you to try out and apply the new methods directly.

	 

	Generally, I have tried to avoid long descriptions and overloaded passages. That’s boring and affects your reading flow. I rather focused on the core ideas and depicted them in a nutshell. This way, you can get started right away and use this book for your own benefit.

	 

	In addition, I have prepared adequate interactive worksheets and collected bonus material for you that will facilitate working with the book. This collection includes additional information, supportive material and a lot more. This workbook is a gift from me to you. On the last page of this book, you will find a link to access this content. It will take you to my website where you can subscribe to the corresponding mailing list — for free, of course. My recommendation: Get the bonus material right away to make reading and working with this book as easy as possible for you. With this, nothing should stand in the way of your success.

	 

	Let’s get started!



	




	 

	 

	 

	 

	 

	____________________

	Principles

	____________________

	 


Principles for your time management

	 

	In this chapter, I introduce seven core principles on which successful time management is based. They’re timeless concepts that have been used for hundreds of years and followed by the greatest figures in human history. In every book, seminar, or webinar on the topic all these seven principles are mentioned. Therefore, you have to know them — and apply them. If possible, use them every day, because only then you will be able to manage your time bottlenecks in the long run and build a more fulfilling life. Before we get to the nitty-gritty, I want to give you five recommendations.

	 

	1. Choose the right dose

	The seven principles of time management have only one purpose: They’re supposed to improve your life. The principles can help you to focus on the important things in life and make wise decisions in your stressful everyday life. That also means: Every now and then, it may be inconvenient to consistently stick to these guidelines — especially in the beginning. But the principles aren’t tools of oppression under the use of which you should constantly measure yourself and clock your time until exhausted. Use them with a pinch of salt and don’t overdo it. Only in this way can you unleash their full potential.

	 

	2. Don’t let it make you unsure

	I have personally gathered and described the time management principles for you. The odds are high that you already know some of the principles under a different name or have already heard of them. Like I said: These strategies are timeless and will still be of importance in 1,000 years. In this book you will find the essence of numerous studies, guidebooks, and courses. I have prepared this content for you in such a way that you can absorb, understand, and apply as much information as possible in a short period of time.

	 

	3. Take the principles seriously

	You will be surprised how simple the seven principles are. Frighteningly simple, in fact. However, this doesn’t mean that you should underestimate them and therefore perform them half-heartedly or even ignore them. Most people are familiar with the basic principles of successful time management: “Of course, I know that already!” is the most common reaction to many of the following strategies. Ironically, exactly these people don’t make use of any of the tips described, but waste their time systematically with unimportant, miscellaneous odds and ends — although they supposedly know all about it. Do it better. Take the principles seriously and apply them decisively. 

	 

	4. Be creative

	The seven principles are to be understood as overarching guiding principles for a successful and happy life. They’re the cornerstones of holistic time management that gives you the power to achieve the extraordinary. At the same time, it creates space for you to have more free time, so that you can enjoy it even more. For you that means: Once you have understood the principles, you have to bring them to life and find application opportunities. In part two of this book, you will learn 24 methods, which I will support you in implementing step by step.

	 

	5. Take action
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