


What we do with our time is so impor tant, 
it’s the difference between reaching our 
goals or not. Yet, so many people embark 
on their dream and then star t to feel 
overwhelmed and star t wishing there 
were more hours in the day! I cer tainly 
did.

When you’re tr ying to build a business 
there are a million and one things that 
need doing and on top of that you have 
a personal life to lead and sometimes 
you can end up feeling totally swamped, 
overwhelmed and frustrated, because 
you’re not making the progress you 
wanted to make.

How many times have you got to the end 
of the day and then felt like it was a lost 
day?

Most of us have got into bad habits when 
it comes to managing what we do on a 
daily basis. Have you ever had something 
impor tant you needed to do and at the 
end of the day when you got into bed 
you thought, “damn it, I forgot to do x, 
y, z today! I’l l have to do it tomorrow.” 
The next day comes and goes and when 
you got into bed you realised once again 
that you’d forgotten to do what you said 
you would do. A week goes by and still 
nothing… it can go on and on.

So how do you escape the struggle 
with time? How do you breeze through 
your days and weeks feeling on top of 
ever ything and making massive progress? 

YO U R  7 - S T E P  S Y S T E M

For Get t ing More  From Your Time

ime is one of our most 
impor tant assets and to put 
that into perspective for you 
read this:

“Imagine there is a bank account that 
credits your account each morning 

with $86,400. It carr ies over no 
balance from day to day.

Ever y evening the bank deletes 
whatever par t of the balance you 
failed to use during the day. What 

would you do? Draw out ever y cent, 
of course?

Each of us has such a bank. Its name is

Ever y morning, it credits you with 
86,400 seconds. Ever y night it writes 
off as lost, whatever of this you have 
failed to invest to a good purpose. It 
carr ies over no balance. It allows no 
overdraft. Each day it opens a new 
account for you. Each night it burns 
the remains of the day. If you fail to 

use the day’s deposits, the loss is 
yours. There is no drawing against 
“tomorrow.” You must live in the 

present on today’s deposits.

Invest it so as to get from it the 
utmost in health, happiness and 

success!”

UNKNOWN AUTHOR

TIME

By applying the art of self-management, 
instead of time management. 



The truth is, you can’t manage time, it’s 
impossible . You can however, manage 
yourself and manage what you do with 
your time, so in this bundle we’re going 
to share the process for overcoming 

H E R E ’ S  T H E  S Y S T E M  W E ’ R E  G O I N G 
TO  TA K E  YO U  T H R O U G H :

R e a d y  t o  g e t  s t a r t e d ?

the overwhelm and struggle with time 
and show you how to stay in control of 
what you need to do and get things done 
effectively. 

The mindset of getting things done

Getting organised

Getting r id of distractions

Removing resistance by getting clar ity

Making your game plan

Creating your weekly timetable

Developing a daily routine



S T E P  O N E

The Mindse t  o f  Get t ing Things  Done

you’re not going to be able to do it all and 
then you’ll disappoint people , you have to 
star t by taking control of what’s going on 
in your head. 

You have to realise that the feeling that 
there’s not enough time is internal – it’s 
happening inside of you and it all star ts 
because of the things you keep telling 
yourself. 

We all have exactly the same amount of 
time ever y single day, so you have to put 
yourself in the r ight frame of mind to 
utilise that time to the ver y best of your 
ability. That star ts by realising that you are 
actually in control. 

In order to get in control the fir st thing to 
do is get honest and open with yourself 
about what’s really going on, what’s 
really stressing you out, what’s really 
overwhelming you. 

revolve around to-do lists, planning and 
getting organised. These are all incredibly 
impor tant things and we’ll definitely be 
talking more about them, but something 
more vital is being over looked – what’s 
going on internally. 

The truth is, you can have all of the time 
management tactics and strategies in the 
wor ld, but if you’re not addressing what’s 
really going on inside then it doesn’t make 
a jot of difference. 

We all know that we should have weekly 
and daily plans written out, but it doesn’t 
mean to say that we actually do this. 

So to avoid feeling overwhelmed, stretched 
for time, stressed out, because you have 
so much to do and you’re worried that 

ormally when people talk 
about “time management” and 
how to get more out of your 
time, they share tactics that

E X E R C I S E

Writ ing a  Let t er

A great way to become consciously aware of what’s going on and what’s causing you to 
feel stressed out, stuck or struggling for time is to write it all out. 

So write a letter, it could be to yourself, to someone else , to your business (it doesn’t 
really matter who it’s to) and star t writing down how you feel. 



H E R E  A R E  S O M E  Q U E S T I O N S  TO  T H I N K  A B O U T  A S 
YO U  W R I T E :

How would you like things to change? 

Why are you struggling with it? Really dig deep with this one. 

What are you struggling with at the moment?

What are you really happy and grateful for? (I always find that it helps to 
star t off with the positives and to focus on what I’m grateful for)

What great things are going on at the moment for you and your business?





aware of what’s going on internally – 
what common thoughts pop up? Are they 
helping you to move towards your goal 
or are they keeping you away from your 
goal? 

Ultimately if you want to make a change 
in your life and feel more in control, more 
relaxed about ever ything you need to 
do and make more progress, you have to 
make sure you have the r ight stor y playing 
in your mind.

If you find yourself saying things like , “I 
don’t have enough time”, “I just can’t do 
all of this”, “I don’t know how much longer 
I can go on like this for”, then you’re 
conditioning yourself to feel swamped 
and fighting for time. 

Whereas a simple shift in attitude to 
thinking, “this is my life , this is my time 
and I get to choose how I spend it – I 
know I can get ever ything done, I know 
I’m capable of taking control and making 
massive progress with ever ything” can 
make all the difference. 

When you have the r ight attitude the 
weight lifts, the struggle dissipates and 
things feel easier. 

You’ve got to focus on what you want 
more of, not what you want less of.

So do you want more stress, overwhelm 
and struggle with time? Or do you want 
to feel more relaxed, calm and in control 
of your time? 

My guess is that you want the latter and 
so you have to, have to, have to focus your 
thoughts and energy on the r ight things. 

You’ve got to own it! Own your time. 
Make the decision and the commitment 
to yourself to be on top of your game, to 
get in control of things and to make things 
happen!

You have to calm down that inner stress, 
overwhelm, panic and fear, because that 
is what’s holding you back from making 
progress, that is what’s slowing you down, 
that is what’s blocking you and it doesn’t 
need to be that way. 

Take your time with this exercise , 
in fact over the next few days 
check in with yourself more 
and become more consciously

Over the next 30 days I want you to become more aware of your thoughts throughout 
the day. Whenever you notice yourself feeling stressed out about time, feeling totally 
out of control with ever ything or just feeling unproductive I want you to stop and do 
the following:

E X E R C I S E

How to  g e t  in  Contro l



C H A N G E  YO U R  P O S T U R E

The fastest and easiest way to snap yourself out of a state of mind is by changing your 
posture. Often when we’re focusing on our blocks we feel a bit defeated and stuck 
and so our posture will often reflect this – slumped over shoulders, head lowered – 
whereas when we feel on top of our game and we’re in the state of mind of ‘I will make 
this happen, I will get this done” we’re usually standing or sitting tall, head up, with a 
strong posture. 

Simply by changing your posture from slouched, to up r ight you’re sending a message 
to your subconscious that you can do it, that you’re ready to make it happen. You’re 
taking back control. 

C H A N G E  YO U R  B R E AT H I N G

Our breath is an indicator of our mood and our mood is an indicator of our breath. This 
means that if we change how we breathe we can change our mood… so if you’re feeling 
stressed out or out of control it’s a br ill iant time to do a deep breathing exercise . 

D E E P  B R E AT H I N G  E X E R C I S E

Breathe in slowly and deeply, pushing your stomach out – really fil l your lungs.

Hold your breath for the count of 3.

Exhale slowly through pursed lips and as you do so say in your mind “relax” 
and feel your jaw and muscles star t to loosen

Repeat the entire sequence five to 10 times, concentrating on breathing 
deeply and slowly.

This is a simple , but effective exercise for helping to calm you down and regain control. 
You can do it at any time, in any place. If you practice the routine in advance, then use 
it when you need it most. 

Over the next 30 days repeat this exercise four to six times a day to help you get into 
the habit of practicing deep breathing.



C H E C K  I N  W I T H  YO U R S E L F  T H R O U G H O U T  T H E  D AY

A C T I O N  TO  TA K E

Complete the letter exercise

Get the r ight mindset for taking control of your time and making the 
most out of it – use the exercises and steps above for this.

What’s going on in your 
head has a huge impact 
on how you feel, what 
decisions you make and

what actions you take. The problem is 
that we don’t often pay much attention 
to what is actually going on in our heads, 
so we can end up in such a tizzy because 
of our thoughts and before we know it 
we’re off track, not doing the things we 
need to be doing.

So in order to really take control and make 
the most of your time, get into the habit 
of checking in with yourself.  A great way 
to do this is by writing in a journal at the 
end of the day to uncover and be honest 
with yourself about what happened – the 

great things that occurred, the challenges, 
any recurr ing feelings you had, anything 
you felt stuck or distracted by. 

By doing this you’ll be able to get clear on 
any deeper things going on. Maybe you’ll 
realise you’re lacking clar ity and that is 
what’s stopping you from getting things 
done and because of the lack of clar ity 
you realise that you’re actually spending a 
lot of time being “busy” doing things that 
aren’t really helping you to get to where 
you want to be. 

Once you’re aware that this is happening 
then you can take steps to overcome it 
and get back on track.


