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Terms and Conditions 

LEGAL NOTICE 

 

 

The Publisher has strived to be as accurate and complete as possible 

in the creation of this report, notwithstanding the fact that he does 

not warrant or represent at any time that the contents within are 

accurate due to the rapidly changing nature of the Internet. 

 

While all attempts have been made to verify information provided in 

this publication, the Publisher assumes no responsibility for errors, 

omissions, or contrary interpretation of the subject matter herein. 

Any perceived slights of specific persons, peoples, or organizations 

are unintentional. 

 

In practical advice books, like anything else in life, there are no 

guarantees of income made. Readers are cautioned to reply on their 

own judgment about their individual circumstances to act 

accordingly. 

 

This book is not intended for use as a source of legal, business, 

accounting or financial advice. All readers are advised to seek services 

of competent professionals in legal, business, accounting and finance 

fields. 

 

You are encouraged to print this book for easy reading. 
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Foreword 
 

 

A good time manager is likewise thought to be a great leader. How 

come? Because they take the essential steps toward accomplishing 

goals for their business. They look around and discover things and 

areas that need fine-tuning and apply principles toward making them 

work. 

A great time manager likewise knows how to lead and motivate other 

people in discovering originative ways to make better use of their 

time. They lead by example and are free with their assistance and 

info.  

As leaders, they perpetually share ways, tips and techniques on 

becoming a better manager of time, states of affairs and conditions. 

   

 

 

 

Productivity Perfection 

Realizing True Productivity In Bussiness And Life 
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Chapter 1: 
The Basics 

Synopsis 
 

Running business online calls for the entrepreneur to be an effective 

manager of their time, enabling them to grapple several projects or 

businesses at one time, and, being able to manage them all in an 

efficient fashion. 
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The Basics 

 

Let’s suppose you planned to be at your PC, working at a project, at 10 

a.m. on a Monday morning, but you’re not. How come? The answer 

may be one or more of the accompanying.  

 

The Enemies 

 

 Woke up late.  

 Scrapped with your lover last night, and continue reliving the 

quarrel in your brain.  

 Are too sapped – the coffee hasn’t set in yet.  

 Are overly hyper – drank too much coffee and can’t sit 

motionless.  

 Are disquieted by the weather – it’s amazing out and you’d love 

to take a walk or bike ride.  

 Are disquieted by the weather – it’s atrocious and depressing.  

 Got a telephone call (or e-mail or instant message) from a 

friend, who's depressed (though not in crisis) and asked to talk.  

 Got a telephone call from a friend (or e-mail or instant 

message) that’s happy and wished to share great news.  

 Are reading the paper – every last word of it.  

 Are net surfing or net shopping.  

 Are playing Solitaire.  

 Simply realized that it's highly crucial to work on another 

project.  

 Or, if you work in a home office:  
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 Switched on the television set for “a minute” and saw that one 

of your favorite actors was being interviewed, so you decide to 

view the interview.  

 Simply realized that the laundry urgently needs to get done!  

 

 

These are common things that may throw you off your course. It’s 

only a partial list; naturally, you may likely add many other entries to 

it. There are likely 100s of potential “bumps” that may knock you off 

your course.  

One crucial thing to point out is that, while a few of these bumps 

appear “good” or “worthwhile” (like commiserating with your 

unhappy acquaintance or doing the laundry), and some seem “foul” 

or “frivolous” (like playing Solitaire), they're all equally unacceptable 

from the viewpoint of beating your procrastination habit. 

 

You'll need to learn to resist the urge to get absorbed into activities 

not on your schedule, regardless how crucial or virtuous they appear 

at the moment. The one exception, naturally, is emergencies, by 

which I mean actions that can’t be put off without significant harm to 

yourself or other people. However even with an emergency, after 

you’ve handled it, ask yourself whether it may have been prevented by 

finer planning, or whether somebody else could have handled it. If 

you’ve got a challenging goal, it's really crucial to learn to minimize 

the number of preventable emergencies in your life, and to learn to 

delegate as much as conceivable.  
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If it appears like I’m taking a hard line, I am. I have to, as 

procrastinators are frequently adept at rationalizing their diversions. 

Obviously, if somebody is ill or otherwise incapacitated, we ought to 

help them, but to what degree? It’s not always clear, and a lot of 

procrastinators misjudge, sacrificing too much of their own time to 

assist other people, even when those other people aren’t particularly 

needy or when somebody else is available to help. This issue may be 

hard to identify, much less solve, as the (deservedly) good feeling one 

gets from assisting frequently offsets the guilt that the procrastination 

commonly spawns.  

 

The net entrepreneur can't enjoy any of their business success if 

they're dropping off customers, running out of time - not being able 

to bill their customers for that time, or unable to complete their 

projects.  

 

Being able to successfully handle projects is among the key indicators 

of a home business enterpriser who manages their time well. Do they 

manage by crises or by intent? Is it part of their goal to go either 

slowly or quickly in project management, aiming toward a wanted 

result? 

 

The affect that this may have on the work from home entrepreneur 

impacts any potential succeeding business and may likewise taint 

their net reputation. All of this is tied into suitable and effective time 

management! Is there an answer for this hurdle?  
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Time = Management 

 

Managing time effectively is maybe the number 1 goal of most every 

work at home enterpriser on their quest for success. Without having 

effective time management, their net businesses suffer despairingly. 

 

Making originative utilization of their time is the goal of most every 

work at home enterpriser who wishes to be successful in their home 

businesses. Effective time management will let the work at home 

entrepreneur be able to achieve more with their time and have 

fulfilled buyers and a well-fixed business. 

 

Effective time management calls for a determined range of skills, 

strategies and tools and helps the net entrepreneur use them in order 

to achieve particular tasks, projects and goals. Without the strategic 

utilization of their time, they're basically wasting their time and 

unable to complete crucial business goals. 

 

It's really crucial for the net entrepreneur to effectively manage time 

in their home business for a lot of reasons: 

 

 They may complete projects in a timely manner 

If they're able to be effective in finishing projects, they may take on 

more work; more employees and better fulfill their client loads by 

efficiently meeting deadlines. 
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 They're better able to create quality work 

More quality work results when there's more time and more attention 

to particulars given to the work. Quality work may only be a result of 

careful tending and thoroughness to detail. 

 

 They may secure more work as they're able to meet deadlines 

As a work at home enterpriser, meeting deadlines for your customers 

is like guaranteed work! Virtually everything on the Net is time-

sensitive so when you're able to meet deadlines, you show that you're 

responsible and committed to the task at hand. 

 

 R.O.I. 

There's a substantial return on investment with attention to 

particulars in the home business of the entrepreneur once they may 

effectively handle their time. If they may get more done in the course 

of a span of time, they lessen the amount of time to get the job 

accomplished, but are still able to make the same, if not more cash. 

The return on their investment (planning time) is fantastic! 

 

 Gratification 

There's an overall feeling of gratification and achievement when the 

online entrepreneur completes a task. The feeling of completion acts 

as a motivator and provides him or her creative spark they require to 

either approach a fresh customer or stir up more business with old 

customers. 
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These factors are commonly motivators for the work at home 

enterpriser to handle their time well and discover originative ways to 

work more efficiently. It's commonly the little details of running a 

business (like managing time) that help the entrepreneur make good 

on his business matters.  

 

All the same, there are not always good times or simple times when 

all goes well with the entrepreneur who attempts to get a lot of things 

done in the course of their business relations. When they're 

responsible for each phase of their business, there's always the 

potential of failure or frustration for lack of planning or organizing.  

 

What occurs when time management doesn't work well or produce 

the wanted results? 

Are all net entrepreneurs challenged on the subject of time 

management? 

 

There are times that the work from home enterpriser discovers that 

their systems and procedures aren’t working. They discover that 

regardless what they do, they can't remain focused and finish the 

tasks or goals that they have. They discover that they're basically 

poorly managing their time and unable to accomplish neither small 

nor big goals.  

 

What may be the perpetrator? Poor management of time. 
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Chapter 2: 
Look At Things Differently 

Synopsis 
 

 

When you begin viewing your commitments from the viewpoint of 

somebody who's determined to succeed at their challenging dream – 

meaning, somebody who must utilize their time optimally, fresh 

solutions to formerly “unresolvable” quandaries frequently present 

themselves.  
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The Way You See It 

 

Your aged parents may likely find somebody else to mow their lawn 

and pick up the groceries like a different family member, or the high 

school youngster down the block who requires a few extra bucks. Or,  

 

Your mate and kids may likely survive on takeout (or cook their own 

food!) A couple of nights a week. Or,  

 

Your acquaintance who needs a lot of support may find other people 

or even professionals, like a therapist to help furnish it.  

 

 

If you didn’t have a challenging dream that you were following on top 

of life’s average demands, then perhaps you could get away with 

mowing the lawn, fixing all the meals, and talking for hours daily with 

your friend.  

 

However when you own up to your challenging dream, you're 

basically declaring that you'll be really particular and self-directed in 

how you spend your time, as you have to reserve as much time as 

possible for your aspiration. This is in direct contrast to most 

individuals, who let other people including family, friends, neighbors, 

colleagues and corporations control their time for them.  

 

Nearly all ambitious dreamers, for example, have to reduce the time 

they spend on ho-hum household chores to as close as possible to 
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zilch, so that they may utilize the reclaimed time and energy to work 

at their aspiration.  

All right, if you like gardening and it feeds your soul, then don’t quit. 

But washing? Yard work? Wiping up floors? Standing in line at the 

market? To the extent you’re able to find somebody else to do it. Send 

your wash out to be done, hire somebody to maintain the lawn (or get 

your mate or children to do it), purchase a floor mopping robot, and 

have your foodstuffs delivered.  

 

If you feel peculiar doing any of that, get over it: cutting down your 

housework burden is an investment in yourself. Likewise, it’s 

unrealistic to believe that you may spend your time the same way 

non-ambitious dreamers do and yet achieve your challenging dream.  

 

None of this ought to be taken to mean that you desert your loved 

ones or friends. It simply implies you invest your time judiciously. 

Even though you’re not cutting your parents’ lawn, for example, you 

may still be taking them to checkup appointments: that’s a much 

higher value activity that's likely a far better utilization of your time.  

 

And even though you’re not fixing home cooked dinners nightly, you 

may still do it a few times a week. And even if you’re not going to be 

able to speak to your friend for hours daily, you may still be available 

to her in times of true need.  

 

It may be scary to alter the terms of our interaction with somebody, 

particularly if we’ve been interacting with them a particular way for 
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years. (Double particularly if we’ve been taught to subordinate our 

needs to other people, as many women particularly are.)  

 

Individuals frequently respond badly when we tell them we can’t do 

as much for them, or spend as much time with them, as we have been. 

Frequently, however, if we take the time to share our state of affairs, 

aspirations and needs, they're surprisingly empathic and eager to 

help. So don’t simply tell individuals you'll be less available tell them 

why, and invite their support and help.  

 

If, after you share your story, a few individuals still aren’t empathic, 

or are actively unfriendly, that’s a sorry issue to have, but a typical 

one. That’s why successful individuals learn to say “no”, and also to 

distance themselves from unsupportive or toxic individuals, even if 

they happen to be related to them.  

 

Whatever time you choose to spend helping other people you ought to 

build into your weekly or monthly schedule. You ought to likewise 

build in time both for your own relaxation and for unintentional 

events and emergencies.  

 

Many individuals think time management is about attempting to stuff 

as much as possible into one’s schedule, but it’s not; it’s regarding 

clearing as much as conceivable off your schedule so you may work, at 

a comfortable, non-stressful pace, on your crucial goals.  
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To summarize: whatever bumps you off your course that isn't an 

unpreventable emergency is procrastination, regardless how crucial it 

might seem at the time.  

 

Second-rate time management - - does the net entrepreneur ever 

believe that he has poor time management? Or, does he automatically 

believe that he's managing his time efficiently and effectively merely 

because he's a business owner? 

 

Either way, he has to cautiously guard against wasting time or not 

maximizing the full utilization of the flexible time that work at home 

entrepreneurs have. Without a self-asserting effort, he may be 

doomed for incompleteness or merely business failure. 

 

Frequently, procrastination is the primary perpetrator of poor time 

management, but is frequently not taken as seriously as of the 

perceived “creativity” in waiting. Put differently, net entrepreneurs 

frequently have trepidation about moving too fast on business 

projects or making decisions too rapidly.  

 

As noble as this might sound, it may often have the opposite effect 

and cause the work from home individual to move too slowly, move 

too fast or do nothing at all. Good time management may help. 

Failing to plan in any home business isn't different from failing to 

plan in any other sort of business. There must be a business model 

formulated, a marketing strategy followed out and a plan of action to 

accomplish goals for the business. This all ties into the ability to 
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design, effectively handle time and resources and discovering what 

works for the business. 

 

Planning daily might seem like a lot of work to do but in actual truth 

when it becomes a habit, it gets to be second nature. Studies show 

that it takes an average of twenty-one times for something to get to be 

a habit. When something does get to be a habit, it's much simpler to 

maintain than if it's new or from the beginning. 

 

Home entrepreneurs have total flexibility and convenience in their 

occupations. There's no one standing over them, ordering their day, 

telling them what to accomplish, when to accomplish it, how to 

accomplish it, and so forth. With all of this freedom, an undisciplined 

individual won't understand how to effectively manage their time or 

when to say no to particular projects or fresh business.  

 

For a lot of entrepreneurs, they put off their work duties or 

obligations for wide-ranging reasons. Doing this may cause 

unbelievable tension for the entrepreneur and cause them to handle 

or work in a crises mode.  

 

This preview copy ends here and to get the full product, please go to 

(the website URL ). 


