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UNDERSTANDING YOUR CURRENT RELATIONSHIP WITH TIME

Read the following statements and put a check mark by the statements you most relate to:
(d Rushed or out of control at times during the day

Distracted from the task at hand

Fatigued during or at the end of the day

Worried about getting everything done

Stressed about the day

Under time pressure while working

Like you must multitask to get everything done

I T T T e N

‘That your to-do list never gets completed

Or do you feel ...
1 In control of your day
Energized throughout the day with normal fluctuations
Focused on the tasks at hand
Confident in the day and completing what you need to do
'That you have plenty of time rather than just enough time to get everything done

Calm and fulfilled at the end of the day

Mindful and present in the moment during activities

I T T N N N

Accomplished because you completed your to-do list by the end of the day
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DETERMINING YOUR LIFE VALUES

Follow the steps below to determine your life values:

1. Ask yourself this question: “What is most important to me in my life?” Use the list of values that follow as a starting
point, and circle the 10 that are most important to you. You can also add any that aren’t on the list, but be sure you

are circling what you value, not what you or someone else thinks you should value.

VALUES
Family Business Health Career Spirituality
Creativity Fun Mindfulness Giving Integrity
Independence Religion/God Growth Love Legacy
Money Happiness Abundance Security Contribution
Significance Serenity Uniqueness Peace Service
Leadership Grit Kindness Recognition Freedom

2. Now take a hard look at the 10 values you selected. Think about which of these are most important to you, and
identify your top five.

Values question: “What is most important to me in my life?”

1.

2.

3. Now that you've identified your top five values, think about the order in which they should be listed.
To make sure they are in the correct order, ask yourself, “If I could have my number one value, 7o# my number
two value, would that be OK?”If the answer is yes, then the order is correct. However, if your answer is no, then swap

accordingly. Continue this process for all five values until your order is clear and established.

Values question: “What is most important to me in my life?” (Align your values.)

1.

2.
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YOUR TOP THREE GOALS

Career

Finances

Health and Fitness

Relationships

Becoming (who you want to be or more of)
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LIMITING BELEIFS

STEP 1. Define specifically what it is you want.

STEP 2. Answer the question, “Who do I need to be to have what I want?”

STEP 3. Answer the question, “What belief am I holding onto about myself that keeps me from being
(fill in the answer from Step 2)?”

STEP 4. Answer the question, “What belief am I holding onto about myself that makes my answer to Step 3 true?”

STEP 5. Repeat the question from Step 4 until you begin to recycle similar answers and intuitively feel you have reached

your core answer.

STEP 6. Once you have reached your core answer, ask yourself, “Is this answer or belief really true?”

If you answered yes, ask yourself, “Am I 100 percent sure this answer or belief is true?” and “Is it true 100 percent of the
time?”

When you've answered no, you're done with the blind spot process. You can then move on to transforming your blind

spot into an empowering belief process.
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THE TIME CLEANSE WORKSHEET

My commitment statement:

1. Technology How much time did | reclaim per week? hours
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For example: checking online news, Facebook, Twitter, Snapchat, Instagram, and other forms of social media,
gaming, and apps

List your own below:

2. People How much time did | reclaim per week? hours

For example: family members, friends, acquaintances, colleagues, and coworkers

List your own below:

3. Places How much time did | reclaim per week? hours

For example: gym, home, office, coffee shop, restaurants, the mall, and grocery store

List your own below:

4. Possessions How much time did | reclaim per week? hours

For example: researching, buying, cleaning, and maintaining clothes, shoes, watches, cars, collections, and gadgets

List your own below:
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5. Activities How much time did | reclaim per week? hours

For example: watching television and movies, exercising, engaging in hobbies, going to a sporting event,
preparing and cooking dinner, and going out for dinner or drinks with friends

List your own below:

6. Professional interactions and activities ~ How much time did | reclaim per week? hours

For example: attending meetings, organizing your work, managing employees, having coworker and colleague
conversations, running errands, taking sales calls, or traveling

List your own below:

7. Thoughts and emotions How much time did | reclaim per week? hours

For example: ruminating, daydreaming, projecting, fantasizing, obsessing, or worrying

List your own below:

8. Out of the ordinary How much time did | reclaim per week? hours

For example: a death in the family, relocating, buying a house, changing jobs, dealing with medical issues such as
doctors’ visits, or shopping for groceries for an elderly neighbor.

List your own below:

Total hours reclaimed per week: hours
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PAT’'S TIME CLEANSE WORKSHEET

My commitment statement:
1 am committed to and will grow my business by 20 percent in sales, regain life balance with more quality time with my wife and

kids, and lose 15 pounds within this year.

My why:
10 be healthy and active, be a great provider for my family, and make a difference in the world with my work.

How much time did | reclaim per week? 4 hours
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| Reading newsfeed and going on Facebookl

® 30 minutes 6 times per week = 3 hours
e Cutin half 30 minutes per day
e Reclaimed = 1.5 hours per week

Watching Netflix/TVl

e 1 hour 5 times per week = 5 hours
e Cutin half 30 minutes per day

e Reclaimed = 2.5 hours per week

QWatching sports on YouTube

® 3 hours per week (weekends) = 3 hours

2. People How much time did | reclaim per week? 5.5hours

| Mark (coworker) |
® 1 hour 5 times per week = 5 hours
e Cutin half 30 minutes per day
e Reclaimed = 2.5 hours per week

|Susan (coworker) |
* 1 hour 3 times per week = 3 hours

e Removed, had someone else manage her
e Reclaimed = 3 hours per week

John (coworker)
e 30 minutes 5 times per week = 2.5 hours

Bob (friend
e 3 hours per week = 3 hours

3. Places How much time did | reclaim per week? 0 hours

Coffee shop
e 8 hours per week = 8 hours

9

e 2 hours per week = 2 hours

H

e 7 hours of social time with family 7 times per week = 49 hours

4. Possessions How much time did | reclaim per week? 0 hours

Car maintained
e 2 hours per week = 2 hours
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5. Activities How much time did | reclaim per week? 5 hours

Home working

® 1 hour 5 times per week = 5 hours
e Removed, let work stay at work

e Reclaimed = 5 hours per week

eeting clients for drinks @

1

e 2 hours 1 time a week = 2 hours

e 2 hours 2 times per week = 4 hours

e 5 hours per week = 5 hours

Kids’ sporting event

Date night with wife

6. Professional interactions and activities ~ How much time did | reclaim per week? 8.5 hours

® 1 hour 2 times per week = 2 hours
e Cutin halfto 1 hour a week
e Reclaimed = 1 hour per week

)

e 3 hours 5 times per week = 15 hours

| Client in-person meetings
e 3 hours 5 times per week = 15 hours
e Cutin half 1.5 hours per day
e Reclaimed =7.5 hours per week

Sales meeting
® 1 hour 5 times per week = 5 hours

Paperwork

® 2 hours per week = 2 hours

7. Thoughts and emotions How much time did | reclaim per week? 2.5 hours

| Worrying about my sales numbers

® 1 hour 5 times per week = 5 hours
e Cutin half 30 minutes per day
e Reclaimed = 2.5 hours per week

8. Out of the ordinary How much time did | reclaim per week? 0 hours

ome remode

e 4 hours weekend = 4 hours

Total hours reclaimed per week: 25.5 hours
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MY HIGH-VALUE ROT ACTIVITIES

10.
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PAT'S RETURN ON TIME WORKSHEET

My commitment statement:

I am committed and will grow my business by 20 percent in sales, regain my life balance, lose 15 pounds, and spend more
quality time with my wife and kids within this year.

My why:

To be healthy and active with my family and to make a difference in the world with my work.

Total hours to reinvest per week: 25.5 hours

1. Career Hours reinvested per week: 10 hours

e Developing and setting up my own company
3 hours per day Monday, Wednesday, Friday, and any extra free time that comes up

2. Family Hours reinvested per week: 6 hours
e Sit-down dinners with family
1 hour 3 times per week at 6 p.m., Monday, Wednesday, Friday

* Spend time with family and kids
Take half day at work on Friday—3 hours

3. Relationships Hours reinvested per week: 0 hours

e No change

4. Health and fitness Hours reinvested per week: 3 hours

e Work out at my gym
1 hour 5 times per week at 5:30 a.m., Monday-Friday

5. Recreation Hours reinvested per week: 2 hours

e Hiking
2 hours 1 time per week
(flexible, on a day I'm free before noon once a week)

6. Travel Hours reinvested per week: 0 hours

e No change

7. Personal development Hours reinvested per week: 2 hours

* Reading current business development book
20 minutes of reading 1 hour before bed every night

8. Spiritual development Hours reinvested per week: 1.5 hours

* Meditation
20 minutes a day 5 a.m. every day

9. Hobby or new skill Hours reinvested per week: 0 hours

e No change
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10. Charity/giving back Hours reinvested per week: 1 hour

¢ Consulting for local nonprofit
1 hour Saturday mornings before noon

11. Sleep/recovery/relaxation Hours reinvested per week: 0 hours

e No change

12. Other Hours reinvested per week: 0 hours

* No change

l, , am committed to my calendar
and to follow through with all my ROT hours to the best of my ability.

Sign/date
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MY RETURN ON TIME WORKSHEET

My commitment statement:
My why:
Total hours to reinvest per week:

1. Career Hours reinvested per week:
2. Family Hours reinvested per week:
3. Relationships Hours reinvested per week:
4. Health and fitnes Hours reinvested per week:
5. Recreation Hours reinvested per week:
6. Travel Hours reinvested per week:
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7. Personal development Hours reinvested per week:
8. Spiritual development Hours reinvested per week:
9. Hobby or new skill Hours reinvested per week:
10. Charity/giving back Hours reinvested per week:
11. Sleep/recovery/relaxation Hours reinvested per week:
12. Other Hours reinvested per week:

II

, am committed to my calendar

and to follow through with all my ROT hours to the best of my ability.

Sign/date
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KEY QUESTIONS TO ASK YOURSELF ABOUT YOU AND YOUR BUSINESS OR CAREER

Take a few minutes to reflect on and write out a few answers to each of the following questions related to your business/

career. This exercise will open your thought process and prime your mind for the Business Time Cleanse.

What am I doing in my business or career? Why?

How am I doing it> Why?

With whom am I doing it> Why?

Who or what is distracting me or holding me back?

What activities do I absolutely 707 want to be doing in my business or career?

1.

2.
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* What activities bring my greatest Return on Time (ROT) and business growth?

1.

2.
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QUICK EVALUATION

Sales 1 2 3 4 5 6 7 8 9 10
Management 1 2 3 4 5 6 7 8 9 10
Leadership 1 2 3 4 5 6 7 8 9 10
Operations 1 2 3 4 5 6 7 8 9 10
Business growth 1 2 3 4 5 6 7 8 9 10
Product development 1 2 3 4 5 6 7 8 9 10
Marketing/promotion 1 2 3 4 5 6 7 8 9 10
Personal performance 1 2 3 4 5 6 7 8 9 10
Customer service 1 2 3 4 5 6 7 8 9 10
Human resources 1 2 3 4 5 6 7 8 9 10
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BUSINESS TIME CLEANSE WORKSHEET

ACTIVITY

KEEP
DOING THIS?
(YES/NO)

IMPROVE
THIS?
(YES/NO)

DELAY
DOING THIS?
(YES/NO)

DELEGATE/
AUTOMATE/
OUTSOURCE

THIS?
(YES/NO)

HOURS
RECLAIMED
PER WEEK

NOTES

Total hours reclaimed per week:
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BUSINESS TIME CLEANSE WORKSHEET SAMPLE

DELEGATE/
AUTOMATE/
KEEP IMPROVE DELAY OUTSOURCE HOURS
DOING THIS? THIS? DOING THIS? THIS? RECLAIMED
ACTIVITY (YES/NO) (YES/NO) (YES/NO) (YES/NO) PER WEEK NOTES
w Yes Yes No No Cluster sales calls into 1-hour time
e 10hours; 2 hours a day blocks before noon
before 10 a.m.
[Customer follow up| No Yes N/A Yes, 2 Train my assistant how to do follow
¢ 2 hours per week delegate up customer calls
[Talk with coworker | Yes Yes No No 4 Limit my conversation time with
* 10 hours per week Justin, as he has a tendency to
create drama
Yes Yes No No 3 Limit time socializing to 15
® 4 hours per week minutes
Organize office and No Yes Yes Yes, 5 Have my assistant organize office
documents delegate documents at the end of each day
e 5 hours per week
Check Facebook Yes Yes No No 3 Stop checking Facebook for social
e 30 minutes per day reasons
[Check online news| Yes Yes Yes, delay No 2 Limit checking news to 1 time a
¢ 30 minutes per day day at lunchtime for 10 minutes
enerate monthly repo No Yes No Yes, 3 Implement automated sales
* 3hours per wee automate software for monthly reports

Total hours reclaimed per week: 22
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RETURN ON TIME WORKSHEET

HOURS
REINVESTING
PER DAY OR
ACTIVITY WEEK ACTIONS NOTES
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CHARLES’ BUSINESS TIME CLEANSE WORKSHEET

* 5hours

DELEGATE/
AUTOMATE/
KEEP IMPROVE DELAY OUTSOURCE HOURS
DOING THIS? THIS? DOING THIS? THIS? RECLAIMED
ACTIVITY (YES/NO) (YES/NO) (YES/NO) (YES/NO) PER WEEK NOTES
Going to the coffee Yes Yes No No 5 Set timer on phone when taking
shop a break at the coffee shop; limit
* 8hours to 20 minutes per visit
Yes Yes No No Make calls before 10 a.m. and
e 10hours increase call time blocking to 1
hour

Follow up on current Yes Yes No Yes, 25 Have my assistant do the majority
deals delegate of follow ups

e 5hours

Nonrevenue client Yes Yes No No 4 Reduce time engaged in
conversions nonclient conversations

e 8 hours

Yes Yes No No 2.5 Change schedule to 15-minute
a.m. meeting and 15-minute
* 5hours p.m. meeting
Yes Yes No No 2 Reduce meetings to 20 minutes
® 4 hours a.m. and 20 minutes p.m.
isting presentations Yes No No No

e 6-10 hours

Weekly corporate Yes Yes Yes No 3 Temporarily stop for 2 months
meeting

e 3 hours

lient lunches/dinner. Yes No No No Continue scheduling lunches and

® 8 hours dinners

MLS researching for Yes Yes No Yes, 3 Give instructions to my assistant
buyer or clients delegate and have him do research

e 5hours

Marketing and social Yes Yes No Yes, 5 Hire social media firm to handle
media outsource all social media activities

Total hours reclaimed per week: 27
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CHARLES' RETURN ON TIME WORKSHEET

HOURS
REINVESTING
PER DAY OR
ACTIVITY WEEK ACTIONS NOTES
Sales calls 8 hours Cluster sales calls into 2 one-hour Nonnegotiable; this is the key to my business
per week time blocks before noon to do all growth
atonce
Research market trends 3 hours Do online research for market This activity can be implemented in any of my
per week trends between 3 and 4 p.m. Find free downtime
pocket listings
Client lunches/dinner/ 4 hours Schedule and take out key Communicate with my assistant to schedule
events for networking per week clients to discuss further product lunches
engagement
Exercise 5 hours Schedule exercise This is nonnegotiable; this is important for
per week 7 a.m. 5 times per week at the gym reducing stress and staying fit so | can perform
at my best;
5 workouts per week
Review weekly goals/set daily | 2.5 hours Prework routine to review goals, This is key to getting
intentions/meditate per week set my daily intention, and do my my day started right
10-minute meditation
Drive my real estate sales area | 3 hours Drive my neighborhood for This can add 2 to 5 extra sales a year from my
prospecting per week potential homes to make blind past history of doing it
offers on
Office meeting 1.5 hours Have my assistant schedule lunch This is important for our growth as a company,
per week meeting to promote a deeper connection, motivation,

and common purpose as a team
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DETERMINE YOUR TIME TYPE

Read through the lists below and put a check mark next to the statements that apply to you:

Watchdog
[ Iamstructured and disciplined in my daily tasks.

3 Iam usually early or on time to meetings, appointments, and social engagements.

()

I feel frustrated, angry, or disrespected when someone shows

up late.
I think lateness is a character flaw.
I calculate how much time something will take before doing it.

I often monitor how others deal with time and police them if needed.

U o o o

I take pride in the fact that I am always on time.

Lounger

I'am usually barely on time, a little late, or a lot late to meetings, appointments, and social engagements.
Even though I could be late, I still grab a coffee while “on my way.”

I often think I can do one more thing before an appointment.

It’s easy for me to get lost in things I enjoy and lose track of time.

I tend to value what is happening in the moment more than what will happen in the future.

'The freedom of an open schedule calms or invigorates me.

I T T N N N

Losing track of time helps me feel creative and present in

the moment.
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MEETING PREPARATION WORKSHEET

Meeting purpose and outcome:

Attending:

Notes:

Who does what:

By when:

Follow-up time to reconvene for next meeting:
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COMPLETE THE DAY WORKSHEET

Date:

TODAY

1. Top three successes:

1.

2.
3.

N

. Challenges:

3. What tools can | use to overcome these challenges?

o

. Rewind my day with “How | wanted it to be.”

5. What am | grateful for in my life?

NEXT DAY

o~

. Top three goals/priorities:

~

. What is my intention for my priorities?

(o]

. What performance enhancement tools will | use?
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WEEKLY REVIEW WORKSHEET

1. Circle my level of satisfaction with this week (with 1 being the least satisfied and 10 being the most satisfied):

1 2 3 4 5 6 7 8 9 10

2. What were my three (or more) biggest successes this week?

3. What were the three biggest lessons | learned this week?

4. What was my biggest challenge of this week? How will | overcome this challenge (tools | have)?

5. Are there any improvements | can make with the use of my time?

6. How present and timeful was | during the week (with 1 being the least satisfied and 10 being the most
satisfied)?

1 2 3 4 5 6 7 8 9 10

7. What are the three things | am most grateful for in my life?
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MONTHLY REVIEW WORKSHEET

1. Circle my level of satisfaction with this month (with 1 being the least satisfied and 10 being the most satisfied):

1 2 3 4 5 6 7 8 9 10

2. What were my three biggest successes this month?

3. What were the three biggest lessons | learned this last month?

4. What was my biggest challenge of this month? How will | overcome this challenge (tools | have)?

5. Are there any improvements | can make with the use of my time? Specific action items:

6. How present and timeful was | during during the month (in the moment) (with 1 being the least satisfied and
10 being the most satisfied)?

1 2 3 4 5 6 7 8 9 10

7. How and where have | improved from the previous month?
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YOUR LEGACY WORKSHEET

How do | want to be remembered?

By my friends:

By my spouse:

By my children:

By my parents:

By my colleagues:

By God:

By the world:

By myself:
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HOW MUCH TIME DO | HAVE?

Step 1

78 years (average life expectancy) — your current age = # of years
Step 2

(Step 1 answer) X 0.6 (to subtract sleep time) = # of years (your awake hours left)

Example (Ken, 45 years old)
Step 1

78 years — 45 years (current age) = 33 years

Step 2

33 years X 0.6 (to subtract sleep time) = 19.8 years (Ken’s awake hours left)
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