
 

 

Put More Time Into Every Day 

 

Are you having too many of those days? A day when you need more than 24 hours to get 

everything done? A day when your ‘to do’ list gets longer by the minute and there is no end in 

sight? Don’t worry, you are not alone and here are some tips that will help you fit more into 

every day. 

Start by making a list of everything that you do on a regular basis. Most of these will be tasks 

that need to be done daily, some of them will need doing once a week and others only once a 

month. Make your list as complete as you possibly can, and be sure to include personal 

appointments like a dentist appointment, haircut, a round of golf at the weekend. Your list 

should also include general areas such as time spent at desk taking care of phone calls, emails 

post etc. In other words, break your list down into as much detail as possible, even if it’s just 

‘being there’ put it on the list. 

Now examine your list and assign an amount of time for each activity on your list. How much 

time should you spend at the office? How much time will you set aside to spend with your 

family/friends? These are all things that you do regularly, so you should have a rough idea how 

much time they take up. If you are unsure, always overestimate and don’t forget to include any 

travel time.  

Next, examine your list again and see if there is anything that you can leave out. Do you really 

need to go to the local café for lunch every day? Look for things that can be delegated to others 

at work. If you aren’t keen on hiring extra staff, maybe an outside contractor or other supplier 

can take the load off your shoulders (and not break the bank of course). 

The work you have done up to this point has been setting the stage for better time 

management. In effect, you’ve started to structure your day by making sure you have enough 

time for everything. Now you can start refining your list. There are several time management 

processes you can apply to the list, and these are some of the most important: 

 If there is anything on the list that you’re not really equipped to handle, engage outside 

help to get it done.  

 Arrange the daily checklist with the most important tasks first. Get them out of the way  

first and at your peak energy level. 

 Anything that has a related deadline should be given priority and scheduled for 

completion well in advance of the time it is due. 

 Schedule more breaks in the busier part of the day so you can keep working until the 

most critical tasks are completed. 

 Be sure to have flexibility in your schedule. There will always be times when you will 

have to do things that you haven’t planned for. 

 Analyse each task and evaluate the possibility of doing it another way that will save time. 

 Are there things on the list that can be done by others? Then have them done by others. 



 

 

 Deliberately allow more time for relaxation. This will force you to be more efficient and 

economical with the time you spend on your business. 

 

Our business, family and social lives all seem to conflict with one another and can mean that 

one, two or even all three of them are not as satisfying as we would like. Unfortunately there will 

never be more than 24 hours in a day and 7 days in a week. That is why it is so important to 

manage your time effectively. With a little planning and thought, you can get so much more time 

out of your day. 

 


