
 

Time Management Progression (from RegenerativeBusinessConsulting.ORG) 
 
Goal Description Benefits 

Big 
picture 

All time management experts apparently agree on one thing: productivity 
doesn’t mean a lot if it isn’t getting you to what’s most important to you in 
the long term. Take time to make clear who and what is most important to 
you, and make sure these are getting adequate and quality time and attention. 
A humbling strategy is to look at the number of weeks left in your life if you 
live to the average age for your demographic group, or write your obituary. 

Minutia and others’ 
priorities don’t take 
over your life 

Priorit-
ized task 
lists & 
MITs 

Prioritizing can seem like a big chore, but it’s definitely worth the effort. 
Many productivity experts recommend setting three most important tasks 
(MITs) for the day and do those first, even if it seems more efficient to do 
them later. This makes sure we aren’t getting distracted by unimportant but 
seemingly urgent tasks, or getting lost in busywork that might help someone 
else but doesn’t really align with your greatest values or needs.  

It also can seem less 
overwhelming to have 
a shorter must-do list 
for each day. 

Focus Making time for what matters most to you requires saying no. An internet 
search on “how to say no firmly but politely” will bring up lots of ideas to 
make it easier. If saying no is a consistent challenge for you, audio-record 
yourself saying no in various ways to various types of requests, and play it 
regularly, such as every day this week while you brush your teeth. Practice. 
What’s less important will sit at the end of your to-do lists; that’s OK. 

Don’t miss out on 
what’s most important 
to you. Steve Jobs & 
Warren Buffet both 
noted focus as a top 
success strategy. 

Tools 
ready 

Start each day with phone fully charged, so if you go out, you have charge. 
Keep the charging cord in the same place you keep your purse so it can sit in 
your purse while charging and not get forgotten and left behind. 

Stay productive 

Calendar Keep a calendar that you check daily, preferably on your smartphone so that 
you don’t lose it, can refer to it as needed, and can set reminder alarms. Keep 
long task lists separate to not get cluttered and not lose track of commitments. 

Remember important 
events and be on time 

Routine Put a simple daily routine in writing. Forming good habits is a challenge for 
most of us. If you’re someone who dislikes being tied to a set schedule or 
routine, keep your routine pared down to the minimum. You could link tasks 
to “rewards” to not-intrinsically-rewarding tasks. For example, you could tie 
your morning coffee to taking a quick look at your calendar. You could 
portion out a bit of chocolate when taking a medicine or supplement, and 
keep the products sitting together as a visual reminder. You could listen to a 
favorite author or podcast while doing therapeutic stretches, do your exercise 
workouts with your favorite music and one or more accountability partners, or 
have a brief check-in call to report, maybe to a different friend or family 
member each day, if that social contact feels like a bit of fun.  

Build in consistency to 
help you form the 
habits you want  

Batching 
or 
chunking 

One more productivity hack you’ve likely heard of: chunking or batching. 
Some have a weekday designated for a particular type of work. For example 
one successful entrepreneur assigns a focus to each weekday. One is focused 
on creating content. Another day is set for dealing with personnel, whether 
it’s meetings, hiring, or one-on-one check-ins. Another day is just for family, 
and having 7 blocked hours together instead of one hour each day of the week 
gives them the opportunity for excursions. For those with a portfolio career, 
this seems an ideal strategy.  

Increase efficiency and 
focus. As long as 
you’ve prioritized 
well, whatever doesn’t 
get done, you don’t 
even have to think 
about it until the next 
batch session. 

Out-
source 

Consider contracting on an as-needed basis with a virtual assistant, personal 
assistant, or other professionals that can be found on online platforms, 
including freelancers. You could also discuss with your children and spouse 
ways to make an effective division of labor that works for all of you.  
https://www.npr.org/sections/goatsandsoda/2018/06/09/616928895/how-to-
get-your-kids-to-do-chores-without-resenting-it 

Focus on what you do 
best, and benefit from 
the skills and talents of 
others who are best in 
their work 


